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appearance 
always | 
counts 








AT THE SKEET CLUB. . . the cos- 
tume you've chosen must be correct. 
That’s why you selected it. 


IN YOUR TYPING .. .appearance 
is the big consideration, too. That's 
why secretaries who want their cor- 
respondence crisp, clear and correct 
select Columbia Ribbons and 
Carbons! oe : 


= 
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Columbia RIBBONS AND CARBONS 


CLASSIC* SILK GAUZE* MARATHON* COMMANDER* 
PINNACLE* RAINBOW* DH&D* TITAN 















*Trade-mark Reg. U. S. Pat. Off. COLUMBIA RIBBON & CARBON MANUFACTURING COMPANY, INC., GLEN COVE, N. Y. 
COLUMBIA RIBBON & CARBON PACIFIC, INC., DUARTE, CALIF. 






Right from the start— 
your new IBM Electric means 
faster, easier typing! 








You'll be amazed at how much eas- 
ier it is!) Why, typing on an IBM 
actually takes up to 95.4% less finger- 
effort than a manual! And no matter 
what touch you use, every letter will 
have a sharp, even impression. You'll 
turn out typing you'll be pleased to 
turn in—he’ll be proud to sign! 


Your boss will be amazed at how 
much time and work it saves! Be- 
cause typing gets done so much 
faster on an IBM, typing costs are 
reduced and office efficiency is im- 
proved. Remember, too, the IBM is 
the simplest electric in operation— 
the most dependable in performance! 





ae 





Vol. 18, No. 5 Publication Offices: Sam! Dodsworth Co., 
412 West 10th, Kansas City 5, Mo. 


TABLE OF CONTENTS Telephone: Victor 2-1688. 


Features... 





A Fight for Your Life by Charlotte Leyden........................Page 8 © & back, Abies 
Fashions aE OPT TEM re w..-+--.---Page 20 iets Guina, Mansaiag Editor 
Adventures in Learning by Roberta Iredale ...Page 21 Steve Lispi, Art Director 
Eye Bank Gains by Helen Sulzbach.... saa Soacactescycceccan Gaetan William Shockley, Advertising Manager 
Long Sentences Can Sell You Short Fred Vessels, Production Manag 

Oe De. Plomeat E.Cate os ss adévatessece cee ZO Ray Walsh, Accounting Department 
Building a Profession by Marie A. Nichols.....................--- Page 28 
“Day Pay Today Goes t6: NSA... oe Page 29 The Secretary is published monthly by 
That Secretarial Shortage by Mrs. Gloria Lebr....................Page 30 Saml Dodsworth Co. Second class mail privileges 

* authorized at Kansas City, Mo. 
News... 

Secretarial Success ...-:....1.2.....0i--..50--5.-. sadossedasessthelsi nc eRe LO Advertising Offices: 
Citient Call to Comveneiee........2.. Page 14 New York —Williom H. Tindall, 
oe eS ge ona a eee een Page 15 30 Church St., N. Y. 7, N. Y. 
NE TN ios tosseicada nchantinia os azemeloeten NeGemwre. Page 20 BEekman 3-6672 
UREN UNNI esc 8 ol ek Ses nee Page 24 
SN: I I cosh scons daseernnhecepcrnnans einicsopieendinininel Page 31 Subscription Office: 
I NN i a ee Page 32 The National Secretaries Association 


(International), 222 West 11th Street, 


Departments... Kansas City 5, Mo. 


, a Subscription Price: $3.00 : 
Let’s Attend and Participate by the Perron rr SO or aoe ae 


International Board of Directors......................---- isnt Page 4 : 
CPS Page by Dean Inez Ray Wells......................--..-----------Page 6 Copyright 1958, The National Secretaries 
Who’s Who in NSA.......................... eet lie ec. _.....Page 12 Association (International) 
rr I dds ics ncnresannenice Dab eacbaaesacacncosae aD 


official publication of The National Secretaries Association (International) 








The National Secretaries Association (International) 
222 West 11th Street. Kansas City 5, Missouri 


President — Clare H. Jennings, 5146 Berenice Avenue, Chicago 41, Illinois 

GL Vice President — Mrs. Evelyn G. Day, 514 South Main, Middletown, Ohio 
SW Vice President — Mrs. Marie E. Bishop, 1021 McKinley Avenue, 

Oakland 10, California 

NW Vice President — Mrs. Lily A. Okura, 2604 Meredith Avenue, 

Omaha 11, Nebraska 

NE Vice President — Ethel Ambler, 2845 N. Marshall Street, 

Philadelphia 33, Pennsylvania 

SE Vice President — Rosa Miller, P.O. Box 672, Hickory, North Carolina 
Secretary — Mrs. Marie Starr, Fidelity National Bank, P.O. Box 8308, 

Fort Lauderdale, Florida 

Treasurer — Mrs. Edna J. Pickard, 760 West LaClede, Youngstown, Ohio 
Executive Secretary — Gladys Vedros, 222 West 11th Street, Kansas City 5, Mo. 
Editor — Mrs. Shirley Englund, P.O. Box 8286, Kansas City 5, Mo. 








4 
4 





werner 


thanks to her REMINGTON® ELEctric Typewriter 


And no wonder—electricity does the work — 
helps today’s smart women of letters turn out 
such truly beautiful work in so little time, with so 
little effort and so pleasing to the boss. 


Remington. Frand 


DIVISION OF SPERRY RAND CORPORATION 
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leks attend and participate 


ME You have no doubt had the experience of belonging to 
some group and, because you did not attend the meetings, 
you had no interest and eventually dropped out. This 
couldn’t happen to your membership in NSA since this 
is a professional organization and, if you are interested in 
your job and your profession, you could not help but be 
interested in what your membership offers you. 

You have all heard, and probably experienced, the old 
saying that you get out of anything exactly in proportion 
to what you put into it. This was true when you were 
attending school, when you were learning your job, when 
you entered courses offered in the education program of 
your chapter. Did you often wonder why certain subjects 
seemed so easy and why you were able to attain such good 
grades in these subjects? Wouldn't you say it was because 
you were interested in that particular subject? 

Then how could you not be interested in attending your 
chapter meetings, in hobnobbing with other secretaries, 
hearing their experiences, in sharing your experiences with 
others, in joining in all activities of your organization? 
This is your profession. 

We are great creatures of habit. If you make it a habit 
to attend your chapter meetings each month and contribute 
your bit, you will be adding to the enjoyment of others 
and making your chapter meetings more interesting and 
worthwhile. Because of your attendance, you will bring 
more enthusiasm to your officers and leaders. Ask your 
past officers, if they ever could not be interested in NSA. 
They have put a little of themselves into your chapter and 
are very interested in its continued success. You, too, will 
find any extra effort on your part very rewarding. 

What can a chapter do to stimulate interest in attend- 
ance? Put your new members on a committee and choose 
a chairman who will use the talents of her committee 
members. Nothing is more discouraging to an interested 
member than to have the chairman do all the work herself. 
perhaps never call a meeting of her committee. Granted 
it is often hard to get your committee together and it may 
seem simpler to do it yourself. But you are overlooking 
much hidden talent and an opportunity to get better ac- 
quainted with other members when you do not get your 
committee together as often as possible. You could even 
be responsible for a good member losing interest. 

Another way a chapter can keep an interested member- 
ship, is to present a varied program at meetings. Try a 
panel discussion using your own members. This, too, vou 
will say, takes more work than just getting a speaker. 
Granted, but you will find the effort very worthwhile both 
to those who participate and to the other members who are 
listening to what their fellow members think and say. 

You, the members, make our organization. Let’s attend 
and participate in every meeting we possibly can. 
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ONE CHAPTER PRESIDENT’S PLEDGE 


I'll do my: best as your president to please all of you, 
but you know the old proverb, “He that would please all 
and himself too, undertakes what he cannot do.” So | do 
pledge to please the majority regardless of my personal 
opinions. 

Please let me know when you approve and when you 
do not approve, then we can bring everything into the 
light for consideration and understanding. 

—Mrs. Margaret L. Rahm, President 
Harrisburg Chapter (Pennsylvania) 





On. TO BE BACK 
AT MY 
TYPEWRITER! 





Yes, and think of all the pleasurable mo- 
ments that she’s missing by not using the 
best in typewriter papers—SPHINX ... 


A PAPER FOR EVERY 
OFFICE USE! 








SAXON PAPER CORPORATION 
WEST |8th STREET NEW -¥ORK' T1:- N:.. ¥ 


240 











CENTER... the easy way! 


Now you can save the 
time and the headaches of 
counting, dividing, back- 
spacing in centering, yet 
any copy can be centered 
exactly in seconds! With 
a new Stenographic Cen- 
tering Scale, you just meas- 
ure the line and start typ- 
ing at the number indi- 
cated on the easily-read 
scale. That’s all you do! 
Simple instructions for 
centering pica, elite or 
variable-spaced type are 
permanently imprinted on 
the plastic scale. 





Send $1.00 for a sample 
of the time-and-trouble- 
saving Stenographic 
Centering Scale. Satis- 
faction is guaranteed! 
Order Today, From 
STENOGRAPHIC CENTERING SCALES 


Department S$ 
1511 N. Algona Dubuque, Ia. 
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Smart — 
Change to 
MultikKopy 
Durametric 
Carbon Papers 


Exclusive Scale Edge prevents running over. 
It’s uncoated too to make carbon handling 
easier and cleaner. 

Stays Flat in extreme temperatures. Each 
sheet is smooth and flat for uniform 
handling. 

Weights and Finishes to fit your individual 
typing requirements. 


At stationers everywhere 
make it clear you want 
WEBSTER DURAMETRIC 


MULTI KOPY. 


CARBON PAPERS 


Free Sample. Fill out the coupon and staple to your 
company letterhead. 


F. S. WEBSTER CO. 
9 Amherst Street, Cambridge, Massachusetts 


Gentlemen: I’d love to try Webster’s Durametric 
Carbon Paper. Please send me a sample. 


DME tics ob ebewisaudecascgeaa hin aio eeeawe 
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fe eee with pica [1] elite (J type. 
(make of typewriter) 

Dumelly make... .....0.604s- carbons. 
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WI read with interest the article, 
“Should your child be a Secretary?” in 
the New York Life Insurance Company 
advertisement carried in several recent 
magazines. You can be of service to 
your profession and to yourself by plac- 
ing reprints in the hands of students and 
teachers, many of whom, as Miss Clare 
Jennings says in the article, “haven't 
the vaguest idea of what a secretary is 
and does.” 


If secretarial work is to be profes- 
sional, it is essential that there be an 
adequate number of new recruits coming 
along to fill the vacancies that exist and 
that continue to grow in number. Do 
your part by seeing that at least one per- 
son receives from you a copy of the re- 
print, available from NSA headquarters 
or from the company (51 Madison Ave- 
nue, Department 30-A, New York 10, 
New York). The reprint is in brochure 
form, entitled “Should you be a Secre- 
tary?” Remember that many “academic” 
teachers act as advisers to students—and 
they will know less about secretarial 
work than the business teachers do. 


Examinations in England 

The Journal of Business Education 
for December, 1957, carried a reprint 
from an article in The Times, London, 
England, for February 15, 1957, entitled 
“New Dawn for Shorthand.” Reference 
is made to two types of examinations, 
one for the London Chamber of Com- 
merce Secretary's Diploma and the other 
the London Chamber of Commerce 
Shorthand Typist’s Intermediate Certifi- 
cate Examination. In the Intermediate 
Certificate Examination, the employer 
is heard “dictating letters, interspersed 
with instructions to the shorthand-typist. 
The dictation is at varying speeds, with 
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an average of eighty words a minute.” 


Section A of this examination, requiring 
two and a half hours, consists of ten 
minutes of dictation “through the med- 
ium of long-playing gramophone rec- 
ords. Candidates are expected to pro- 
duce ‘mailable’ copy for signature, and 
carry out efficiently any instructions 
which may be given in the course of the 
recording.”* Section B, requiring one 
and a half hours, is devoted to English 
and includes writing reports or letters, 
tests in the understanding of reports 
and of vocabulary, and recognition and 
correction of common faults in gram- 
mar. Paragraphing, spelling, and hand- 
writing are also considered. 

The examination for the Secretary’s 
Diploma uses a film showing an em- 
ployer at his desk, dictating letters, with 
instructions being interspersed and 
changes being made in the dictation. 
The examinees are also required to take 
the minutes of a filmed meeting. The 
editor of the Journal of Business Educa- 
tion, who viewed the film, says, “Those 
who pass the examination must display 
exceptional note-taking ability, consid- 
erable alertness to cope with the pace 
of the dictator as he changes from one 
topic to the other, and must possess 
knowledge of business procedures which 
come from experience.”* 


Congratulations to my Hostesses 

It has been my pleasure to attend and 
participate in several NSA workshops, 
seminars, or conferences. All have been 
well planned and organized, have dealt 
with interesting topics, and have been 
well received by NSA members and 
their guests. I have been impressed, 
too, with the ability of the hostesses to 
give just the right amount of attention 
to their guests. I have been allowed 


By Dean Inez Ray Wells 


Certified Professional Secretary 


fréedom to talk with individuals or small 
groups who wanted to ask questions 
about the Institute or the CPS examina- 
tion; yet a hostess (not always the same 
one) has always appeared, magically, 
whenever she was needed—evidence of 
good planning and graciousness. 


The Personal Business Letter 

Some secretaries, accustomed to typ- 
ing on letterheads, experience difficulty 
in writing on plain paper. Chief cause 
of difficulty is the placement of the re- 
turn address, which should be above the 
date and should include the street address 
on the first line and the city, zone, and 
state on the second line. The name of 
the writer should be typed below the 
signature, not with the return address. 


When NSA chapter letterheads are 
used, the same rule should be followed 
unless the letterhead is devised to indi- 
cate a different placement of the return 
address. 

For CPS purposes, secretaries are re- 
quested to use their own names, not 
those of their husbands. It is always 
correct for a married woman to sign her 
own name. If the name signed is Helen 
M. Smith, below it should be typed 
(Mrs.) Helen M. Smith, or (Mrs. James 
J. Smith). Your secretary’s handbook 
will carry this information, with 
illustrations. 


1959 CPS Examination 

As stated last month, now is the time 
to apply for the 1959 examination. If 
any changes are made in requirements, 
they will not be retroactive (unless 
they are to your advantage), so you 
may safely apply under the present 
requirements. 
lJournal of Business Education, December, 1957, 


ofbid., p. 124. 
3]bid., p. 123. 
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When you need more minutes in your workday 





With an Edison Voicewriter on your 
desk, you can easily survive any work- 
day. You feel like and you are—the 
most efficient secretary your boss could 
hope to have. 

You’ll find the Voicewriter helps 
both you and your boss schedule your 
work load—whether he is in the office 
or on the road. With no time lost for 
shorthand dictation, you have more 
time for transcription—more time for 
the thousand-and-one other duties you 
have on your list. 

Best of all, Voicewriter is real dicta- 
tion equipment—an office investment 
that actually makes your day easier 
—lets you accomplish more every 
working hour. 


ee ee ee 


“= 


4 
al 

i} 
’ 


Edison Voicewriter and the Edison Diamond Disc can show you the way to more profitable 
workdays, new accuracy and speed in handling written communications. 


-Voicewriter helps make possible 
even your most “impossible” work loads 


Why not suggest a trial of Voicewriter 
in your office on a low monthly pay- 
ment plan? You’lI find this trim, good- 
looking equipment has been designed 
with you in mind—for easy operation 
that lets you transcribe at any con- 
venient speed, start and stop on the 
exact word you want, hear every word 
clearly, accurately. 


WRITE TODAY for new free 
booklet on the wonderful 
Edison Voicewriter for 
Secretaries. No obligation 
is involved. Edison Voice- 
writer Division, Thomas 
A. Edison Industries, 
West Orange, N. J. In 
Canada: 32 Front St. 
W., Toronto, Ont. 












VOICEWRITERS in beautiful decora- 
tor colors—Executive Gray, Capri 
Green, Hunter Green, or Morocco 
Red—offer a new touch of styling 
you’ll be proud to have on your desk. 
And your Voicewriter can be per- 
sonalized with your initials if you 
like. For good looks and downright 
helpfulness, you’ll find a Voicewriter 
one of the best friends you’ ve ever had. 











for your life 


a tight 





hy Charlotte Leyden, Associate Director, 


Public Education, American Cancer Society c 


@ | hope I will not be considered too 
partial to my sex if I stress the vital and 
indispensable role played by women in 
the fight against cancer, the second lead- 
ing cause of death in the United States. 
As volunteers, they form the backbone 
of the American Cancer Society. In the 
field of public education they have been 
the chief organizers, and the list of 
women doctors and scientists in the van- 
guard of the fight is long and illustrious. 

Who are these women? They are 
leaders in organizations alert to com- 
munity needs. They are home-makers, 
guardians of the health and well being 
of their families. They are business 
women conscious of the economic and 
social impact of cancer which will strike 
in two of every three American families. 
They are secretaries who are aware that 
as career women they must maintain 
their own good health and recognize the 
enormous influence they can wield in 
bringing life-saving information to their 
employers, their fellow workers, their 
friends, their families. They are pro- 
fessional women who are fighting can- 
cer in hospitals and laboratories as re- 
searchers, pathologists, technologists. 

Women have spearheaded the attack 
on cancer since the beginning. Nearly 
half a century ago a group of doctors 
and laymen who decided that something 
had to be done to stop the needless 
deaths from cancer because of fear, ig- 
norance and neglect formed, in 1913, 
the American Society for the Control of 
Cancer, out of which grew the Ameri- 
can Cancer Society. 

A program of cancer education was 
boldly undertaken at a time when many 
thought of the disease as a disgrace, a 
family blot. In 1913 cancer was some- 
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thing one did not talk about. It was 
rarely reported outside medical journals, 
and public information about the dis- 
ease was practically non-existent. 


It remained for a woman's magazine 
—The Ladies Home Journal—to un- 
mask cancer publicly. In May, 1913, 
the Journal featured an article by Sam- 
uel Hopkins Adams titled “What Can 
We Do About Cancer?—the Most Valu- 
able and Insistent Question in the Med- 
ical World. It did much to strip cancer 
of superstitious beliefs and unreasoning 
fears. 


Women, as I have said, have been the 
backbone of the Society, particularly in 
its educational and service programs. 
Over the years they have been a vital 
force in house-to-house education. They 
have brought to millions of homes 
American Cancer Society leaflets with 
life-saving information on the impor- 
tance of the annual health checkup, the 
seven danger signals which may mean 
cancer, and the need for personal action 
against the disease. And they have 
brought aid, comfort and hope to cancer 
patients and their families. 


Progress has been encouraging. More 
has been learned about cancer during 
the last twenty years than in all the his- 
tory of man. More people are being 
saved from cancer than ever before. 
Twelve years ago, one out of four who 
got cancer could be saved. Now one in 
three is saved. Thus, 38,000 lives are 
being saved each year which would have 
been lost twelve years ago. Today, there 
are 1,500,000 Americans actually saved 
from cancer, although 700,000 of them 
will not be formally counted as saved 
until five years after treatment, which 









is the arbitrary time set for counting 
cured cancer patients. 

One of the brightest aspects of the 
crusade to control cancer is that cancer 
death rates in women between the ages 
of twenty-five and seventy-five have 
dropped ten per cent in a decade. More 
than 10,000 women are being saved each 
year who would have died a decade ago. 

The two most common sites of cancer 
in women are the breast and the womb. 
Back in 1901, the president of the 
American Gynecological Society gloom- 
ily announced that uterine cancer was 
incurable. But from 1934-54 the death 
rate from cancer of the uterus dropped 
forty-one per cent. The factors that 
have contributed to this progress are: 
more women are having pelvic examina- 
tions and more cancers are being found 
early when they are most curable; bet- 
ter diagnostic techniques have been de- 
veloped; and methods of treatment have 
improved. One of the most hopeful de- 
velopments in this area is the cell exam- 
ination for uterine cancer. It is a simple 
microscopic test of body fluid which 
reveals the presence of cancer of the 
uterus. Often called the “Pap” smear 
test, it is named for Dr. George N. Pap- 
anicolaou, its originator. 

One of the Society’s major life-saving 
programs is to reduce deaths due to 
breast cancer, the most common major 
form of cancer in women. Through 
pamphlets, magazine articles, and the 
film “Breast Self-Examination,’ women 
are being urged to take the necessary ac- 
tion to protect their lives against a form 
of cancer which can very frequently be 
effectively treated while the disease is 
limited to the breast. 

Though breast cancer still remains a 
formidable cancer threat to women, doc- 
tors are seeing breast cancer today at an 
earlier stage than ever before, when the 
chances for cure are best. 


Recently the American Cancer Society 
conducted a nationwide survey, and it 
was found that women know more about 
cancer than men do. They are more 
ready to take action, so it is not sur- 
prising that more women are being 
saved from cancer than men. 

Not only are women going to their 
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doctors for annual checkups, but they 
are also influencing their families to 
have checkups too. It has been said, 
“When you educate a man you educate 
an individual; when you educate a 
woman you educate a whole family.” 
Doctors report that half the men who 
come to them for diagnosis say, “I 
wouldn’t have come if my wife hadn't 
insisted.” 

Secretaries, too, can exert influence 
with their bosses and urge that they 
take time for an annual health checkup. 

Wives and secretaries together could 
in this way help save more men from 
cancer death. Since 1949 more men 
than women have died of the disease. 
This is largely due to the rising death 
toll from lung cancer in men. An Amer- 
ican Cancer Society study showed a 
spectacular relationship between cig- 
arette smoking and lung cancer. The 
Society has awarded $1,300,000 for lung 
cancer research during 1956-57. 

The annual checkup often pays extra 
dividends. Cancer is found in only about 
one in every hundred presumably well 
persons examined. But a checkup often 
uncovers other unsuspected conditions 
that might become serious if not 
corrected. 

The American Cancer Society believes 
that its success in bringing cancer to 
public consciousness, and its alerting of 
the public to the consequences of neg- 
lect stands as its greatest single achieve- 
ment. It is determined to make this 
even more significant in the years ahead. 
The Society also helps keep doctors in- 
formed of the latest developments in 
cancer diagnosis and therapy, and pro- 
vides many services for cancer patients 
and their families. 

It is in research that the answer to 
cancer will be found. Since the second 
world war the American Cancer Society 
has awarded nearly $60,000,000 for can- 
cer research. The Society's research pro- 
gram today involves more than 1,000 
scientists in some 146 institutions and 
laboratories throughout the country. 

The fight is costly—in terms of lives 
—in terms of money. More lives could 
be saved by more public support of the 
Society’s attack on cancer through edu- 
cation, research and service. 

* * e 
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Write with anything 


—Verifax copies it! 
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A VERIFAX COPIER REPRODUCES PEN, PENCIL 
AND CRAYON WRITING AS EASILY AS TYPED DATA 


EING ABLE to copy everything on 
B every document is more than a 
convenience. Often, it’s a down- 
right necessity ! What good is a copy 
of a contract which lacks the signa- 
tures? Or a copy of an accounting 
report which leaves out the figures? 

A Kodak Verifax Copier handles 
all the so-called toughies in stride— 
even those purplish spirit duplicator 





New! 
Verifax Bantam 
Copier 
$99.50 


Light, capable, a pleasure to use. 
Verifax Bantam Copiers in every de- 
partment will speed communications 
inside your company and out! 


eevee eeeseeeeeeee MAIL COUPON TODAY eeeveveee 
EASTMAN KODAK COMPANY, Business Photo Methods Division 


343 State Street, Rochester 4, N. Y. 


Gentlemen: Please send free copy of your new booklet, 233-5 
“Versatile Time-Saver for Busy Offices.” 


Name 


Position 


copies. Gives you 5 dry and complete 
copies in 1 minute for just 2/¢ each. 

Something else that’s mighty im- 
portant in business: Your Verifax 
copies will last a lifetime—won’t fade 
or darken. And they’re a snap to 
file, write on, put in binders . . . are 
not tissue-thin or glossy . . . feel like 
the letters and reports you handle 
every day. 

Biggest surprise of all is the low 
cost of a Verifax Copier. The new 
Bantam, for example, costs just 
$99.50—about half the cost of other 
‘low-cost’? copiers. Mail coupon. Or 
check ‘‘ Yellow Pages” of phone book 
under “duplicating” or “photocopy- 
ing” machines for nearest Verifax 
Dealer. 


Price quoted is manufacturer’s suggested 
price and subject to change without notice 


[erifax Copying 


DOES MORE... COSTS LESS... 
MISSES NOTHING 











Company 





Street 





City State 




















@ In December, 1932, announcement 
was made in the press that the City of 
Hazleton, Pennsylvania, was soon to 
have a radio station. Shortly after, ads 
appeared for people to staff the station. 


Kitty Kahler answered the ad, which 
called for a commercial high school 
graduate with the ability to play the 
piano — including sight reading, trans- 
posing and solo and accompanist work. 


Now, after more than twenty-five 
years with WAZL, Kitty looks back on 
those days of dictation and transcription 
interspersed with general office work, 
answering the telephone (a big job in 
a radio station) , sending out bills, doing 
the banking, playing the piano. She even 
did a woman’s program every day called 
“It’s a Woman's World.” 


About ten years ago the station be- 
came locally owned, and Kitty was 
drafted to reorganize the office, as well 
as the company’s accounting procedures. 
She was named secretary of the corpo- 
ration. 


Since 1946, when the big change came 
in Kitty’s life, the company has grown. 
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It now owns four other radio stations 
and provides management for another. 


Kitty laughingly states “I stretch from 
Maine to Florida,” as secretary of the 
Biddeford Broadcasting Corporation of 
Biddeford, Maine, and of WTAL, Inc., 
of Tallahassee, Florida. The main offices 
of the organization are in Hazleton, and 
the company has interests in two other 
Pennsylvania stations. One is at Allen- 
town, Pennsylvania, where WHOL is 
part of the group, and Kitty is on the 
management team looking after WHLM, 
Bloomsburg, Pennsylvania. 


Her specific duties are centered en- 
tirely in the administrative department, 
looking after all tax work, operating 
statements and balance sheets for the 
various companies. Cost analysis, sales 
percentages and analysis are figures that 
she “eats, dreams, and sleeps.” And she 
says she loves it! 


Along with the traveling she must do 
in her work, she has found time to do 
an outstanding civic job for her home 
town. 


She is a past president of Soroptomist 
International of Hazleton, and is the 
incoming president of the Hazleton 
Child Care Center, which takes care of 
preschool children whose mothers must 
work. She is on the board of directors 
of the Crippled Children’s Association 
of Greater Hazleton, heading their 
Easter Seal drive in 1957. This drive 
raised more money than was ever raised 
before in its twenty-two-year history. 
She also served on the board of directors 
of the Hazleton Dinner Club for three 
years. 


She helped Florenze Litzenberger of 
the Scranton Chapter (Pennsylvania) 
organize the Hazleton Chapter of NSA 
in 1956, and served as its first president. 


Her avocation is music. Originally 
wanting to be a music teacher, she 
studied piano for twelve years, and 
organ for three years. She always gives 
her musical training credit for obtaining 
the job for her at WAZL. 

Asked for her recipe for success, Kitty 
says, “Hard work—and the ability to get 
along with people.” 





oR 
Kathryn Kahler 

M@ Dorothy Evans, who has been a 
member of the Denver Chapter (Colo- 
rado) almost since it was installed, has 
received an exceptional promotion. She 
is the controller of the Vertical Turbine 
Pump Division of the Worthington 
Corporation, under general manager, 
F. E. Dunn. Dorothy has the distinction 
of being the first woman controller in 
the large, national Worthington Corpo- 
ration. In November her employer sent 
her to the company plant in Harrison, 
New Jersey, for a month’s study in prep- 
aration for the new position. 

Dorothy was born in Council Bluffs, 
Iowa, and attended school there. Her 
first business connection was with the 
E. H. Benner Property Management 


Dorothy Evans 
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Company in Omaha, Nebraska, in the 
capacity of secretary-bookkeeper. In 
1943 she journeyed westward and after 
visiting several cities she decided to 
locate in Denver. It was then she ac- 
cepted the position of secretary to I. E. 
August, manager of manufacturing of 
the Vertical Turbine Division of 
Worthington Corporation. Her inherent 
interests and talents were channeled into 
accounting where she demonstrated the 
abilities which merited her promotion. 

Always an active member and willing 
worker, Dorothy served as treasurer of 
the Denver Chapter for two years; every 
committee has found her serving in one 
capacity or another over the past four- 
teen years; she has attended most of the 
local conventions and one Association 
convention. At present a course in ad- 
vanced accounting is taking much of her 
time. Diligent application to her duties 
first as a secretary, then bookkeeper and 
accountant, earned for Dorothy her 
present position as controller. 

e * . 


Pasadena Chapter’s 
Orientation Guide 


If your chapter is at a loss to know 
how to orient new members in the NSA 
program, Pasadena Chapter (California ) 
can help you—and will do so. 


The chapter has prepared a booklet 
containing the entire orientation course 
presented to its new members in Sep- 
tember, 1957. 


Included are explanations of NSA 
operations at the International, division 
and chapter levels. 


In addition, there are sections on 
Chapter History, Education, Chapter 
Scholarship, Resort Home, Chapter Bul- 
letin, Rewards of Membership Participa- 
tion, and Committee Functions. 


While some of the material may have 
to be adapted to fit your local situation, 
Pasadena’s booklet will serve as a guide 
in planning your own program. 


Interested chapters may obtain the 
booklet by writing 
Norma Nagy, President 

Pasadena Chapter 


234 South Fifth Avenue 


Monrovia, California 





HOW TO TYPE MANUSCRIPTS 


To insure that each page of a 
manuscript ends on the same line, 
prepare a strip of paper with 
lines numbered vertically and 
wind around the left end of the 
typewriter platen. Fasten with 
Scotch tape. Feed each page into 
the machine in alignment with 
“one.” Notice the number on 
which you end the first manu- 
script page and finish each suc- 
ceeding sheet on the same line. 
Pages of a completed manuscript 
may be numbered by “fanning” 
pack into the machine and back 
spacing as you turn platen to 
number edges. 




















KEE OX; 


It's the INK that makes the difference... 


KEE LOX MANUFACTURING COMPANY 


CARBON PAPERS AND INKED RIBBONS 
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franchised independent stationers -"S 
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Miss Grace Dormire 
President Lake Shore Chapter 


Chicago, Illinois 





Mi There was little doubt in the mind 
of brown-eyed and pert Grace Dormire 
following her business college training 
in Quincy, Illinois, about her desire to 
find a niche in the business world. 


Though an important position with a 
railroad firm was offered her at the time 
she completed her business training 
there, she was convinced that railroad- 
ing offered more for the opposite sex, 
and sought to find an organization 
whose service or product was more in 
keeping with the opportunities which 
could be offered a young lady with 
business aspirations. 


So Chicago found the Quincy girl 
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by Roberta Iredale 
Great Lakes 


District Reporter 


eager to put her knowledge and skills 
to good practice. Grace answered a 
blind ad in the Chicago Tribune, was 
subsequently interviewed by the gen- 
eral manager of the firm, and within 
two days of her arrival in Chicago, was 
placed with the A. B. Dick Company, 
manufacturers of office duplicating 
equipment. This was in 1945. 

When in 1948 the distributorship of 
A. B. Dick Company’s products was dis- 
continued by the parent company, her 
superior, Mr. E. W. Boehm, Jr., set up 
a distributorship. Grace accompanied 
him to help in the establishment of the 
new firm. The new company received 


a franchise which provided exclusive 
distribution of A. B. Dick products 
throughout Cook County. 


Grace is an expert on duplicating 
methods, and in her association with 
E. W. Boehm Company, has served as 
customer instructor. In this connection 
she called on various customers in an 
effort to guide in the training of the 
operators of the machines placed in the 
customers’ offices. 


Though her position now requires 
that she be available for her additionally 
assumed duties of supervision, even to- 
day she has a chance, every now and 
then, to display her prowess at the ma- 
chine should a customer drop in while 
all the salesmen are in the field. 


In addition to serving as a secretary 
to Mr. Boehm, president of the firm, 
she supervises the accounting staff con- 
sisting of the payroll, statistical sales 
and billing sections. She has been 
elected to the office of secretary of the 
corporation and serves as its only fem- 
inine director. 

Proud to be associated with a com- 
pany whose products make possible bet- 
ter expediting of the routine of business, 
Miss Dormire feels she has found that 
niche in the world of business—and in 
a satisfying and feminine way. Though 
petite—only 110 pounds—this young 
lady has enormous energy, and it is not 
unusual for her to spend time “after 
hours” in the furtherance of the still, 
very young company’s future. 


She joined Lake Shore Chapter in 
1951 and has served actively on most 
of the committees. Elected to vice pres- 
idency last year, she now serves as the 
chapter’s president. Her employer shares 
her enthusiasm for NSA. An honorary 
member of the chapter, he is a popular 
speaker at the group’s many events. 


When not absorbed in NSA activities, 
Grace likes to sew her own clothes and 
prepare fancy dishes in her well- 
equipped and modern kitchen. Her 
apartment which overlooks Chicago's 
beautiful lake shore, gives her an ex- 
cellent opportunity to expand her in- 
clination toward these hobbies. 
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CPS 


QUICKIE 


(Furnished by International Ed 


QUIZ 





human relations 


In each of the following situations 
four possible answers are given. Choose 
the ideal answer. 3. 
1. An executive is out of town and it is 

found that a long and detailed re- 
port must be completed within a 
day after his return. The secretary 
gathers all the data she can before 
his return, enabling him to complete 
the report in one hour. 
(a) A secretary would show initia- 
tive and judgment in doing this; 
(b) A secretary would be expected 
to do this under such circum- 


stances; 

(c) A secretary would hardly ever 
do this; 

(d) A secretary would never do 
this. 


2. A secretary is busy typing a lengthy 
report which must be completed 
within two hours. An employee who 
has nothing to do stops by to visit 
and “kill time,” making it difficult 
for the secretary to concentrate on 
her work. 4. 
(a) She should tell the employee 

that she is busy and does not 
wish to be interrupted; 

(b) She should say nothing and go 
on typing the report while she 
also listens to the chatter of the 
visitor; 

She should ignore the visitor 

and make it clear that she is 

not interested in what she has 
to say; 

(d) She should tell the visitor that 


(c 


~ 


will look forward to a chat in 
the future. 

A secretary is new in her job and 
she finds that her employer often 
leaves the office without telling her 
where he is going or how long he 
will be gone. This results in con- 
siderable embarrassment and diffi- 
culty in handling various situations 
which arise. 

(a) She should let things take their 
course; if the boss doesn’t care, 
why should she? 

(b) She should explain things to 
him in a tactful way in an 
effort to secure his cooperation, 
making it clear that she can be 
of more help to him when she 
is fully informed at all times; 

(c) She should complain to his 
immediate superior about his 
habits; 

(d) She should tell him he is mak- 
ing her job very difficult and 
threaten to resign. 

Your boss has accused you of making 

an error in transcribing your short- 

hand notes. You are confident that 
the letter is just as your boss dictated. 

You would: 

(a) Tell him you did not make the 
error; 

(b) Tell him it is his error but that 
you will gladly correct it; 

(c) Tell him you will be glad to 
retype the letter; 

(d) Retype the letter and say 
nothing. 


the urgency of her work will 5. You have made a business appoint- 


not permit her to visit just now 
although she would like very 
much to do so, adding that she 
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ment for your boss at two o'clock 
tomorrow afternoon. When your 
boss comes in from lunch he tells you 





ARE YOUR PAPERS 


lg PLAYING...« 






VIDE AND SEEK? 


Filing is important only if the finding is 
easy. Can you always put your hand on 
the letter, invoice, order, report or 
other paper you want, instantly? Are 
your files neat, compact, space saving? 
Your Stationer will be glad to explain 
the advantages of ACCO-filing to keep 
your records safe, and finding quick. 
See him now! 


‘“ACCO BOUND PAPERS 
ARE SAFE PAPERS’ 


ACCO PRODUCTS 
Division of NATSER Corporation 
Ogdensburg e New York 
In Canada: Acco Canadian Co., Ltd., Toronto 


that he has already made an impor- 

tant appointment for that time and 

cannot see the client with whom you 
have made the appointment. You 
would: 

(a) Ask your boss to call the client 
and explain the situation; 

(b) Call the client yourself, tell him 
you are very sorry that you have 
made an error, and set another 
time for his appointment; 

(c) Ask your boss to let you know 
in advance about any appoint- 
ments he makes; 

(d) Try to work in both appoint- 
ments for tomorrow afternoon. 

6. A top-level secretary's reading habits 
are important and have a bearing on 
her ability to grow in her position. 

She should: 

(a) Read only the comic strips and 
entertaining features of the 
newspaper because she needs 
amusement after a hard day’s 
work at the office; 


(Continued on Page 23) 
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Complying with Article XII, Section 6, 
of our Bylaws, Secretary Marie Starr 
herewith furnishes the following as 
the proposed business agenda for the 
Thirteenth Annual Convention of The 
National Secretaries Association (Inter- 
national), to be held at the Hotel 
Leamington, Minneapolis, Minnesota, 
beginning July 16, 1958, with the offi- 
cial opening at 9:00 a.m. Thursday, 
July 17, 1958: 


proposed business agenda 


thirteenth annual convention 


The National Secretaries Association 
(International) 


july 16-19, 1958 


hotel leamington, minneapolis, minnesota 


Theme “ADDING COLOR 


Monday, July 14, 1958 (Pre-Convention) 


Preregistrations: 1:00 p.m. to 5:00 p.m. 


Tuesday, July 15, 1958 (Pre-Convention) 


Preregistrations: 9:00 a.m. to 12 noon; 1:00 p.m. to 5:00 p.m. 


Wednesday, July 16, 1958 (Pre-Convention) 
7:00 a.m.—Registration 
9:00 a.m.—Forums 
to 9:00 a.m. to noon—Effective Public Speaking 


5:00 p.m. 1:30 p.m. to 3:00 p.m.—Human Relations 


3:30 p.m. to 5:00 p.m.—Secretarial 
Procedures 


6:30 p.m.—Chapter-at-Large Dinner—Meeting (to be at- 
tended by members of the Chapter-at-Large 
and the International Board of Directors) 


8:30 p.m.—Open House 


Thursday, July 17, 1958 
7:00 a.m.—Registration 


9:00 a.m.—Opening Session 
Opening Ceremonies 
Keynote Speaker 
Presentation: President 
Board of Directors 
Executive Secretary 
Registration Report 
Rules of Convention 
Agenda 
Report of Dean of Institute for Certifying 
Secretaries 
Announcements 
Memorial Service 
Recess 


1:30 p.m.—Secretary-of-the-Year Luncheon 


, 6:30 p.m.—Certified Professional Secretaries (CPS) Din- 
ner (Invitational) (Free evening for general 
membership ) 
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TO THE RAINBOW” 


Friday, July 18, 1958 


7:00 a.m.—Registration 


9:00 a.m.—Reconvene 
Invocation 
Registration Report 
Report of Nominations Committee 
Introduction of Candidates 


(Voting polls open 12:00 noon to 3:00 
p.m. Friday) 
Report of Rules & Bylaws Committee 
Announcements 


12:00 noon—Recess 


1:30 p.m.—Reconvene 
Resume report of Rules & Bylaws Committee 
Report of Home Project 
Announcements 


4:30 p.m.—Recess 


Saturday, July 19, 1958 
8:00 a.m.—Registration 


9:00 a.m.—Reconvene 
Invocation 
Registration Report 
Presentation of Proposed Amendments to 
Standing Rules 
Report of Resolutions Committee ‘ 
“At Your Service’ (Panel: International 
Board of Directors) 
Announcements 


12:00 noon—Recess 


1:30 p.m.—Reconvene 
Speaker 
Unfinished Business 
New Business 
Announcement of 1961 Convention Site 
Report of Tellers Committee 
Announcements 
Recess 


7:30 p.m.—Installation Banquet 
Introductions 
Presentation of Awards 
Installation of Officers 
Official Adjournment 
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candidates’ qualifications 


@ Candidate for International President 
Clare H. Jennings, Chicago, Illinois 


Education: 
Graduate of Alvernia High School, Chicago, Illinois 
On-the-job training and tutoring 
Passed CPS examination in 1951 


Employment: 
Present—Secretary to Charles Bayard Hankel, Jr., attorney- 
at-law, 8 years 
Previous—10 years’ secretarial experience in scientific and 
construction fields 


NSA Activities: 

Member since April, 1947 

Lake Shore Chapter Bulletin Editor 1947-49 

Lake Shore Chapter Vice President 1948-49 

Lake Shore Chapter President 1949-51 

Member and/or Chairman of various Lake Shore Chapter 
Committees 1947-53 

Illinois Division Advisor 1951-52 

Illinois Division President by appointment 1952-53 

Illinois Division President by election 1953-55 

Procured and installed Moline-Rock Island Chapter 1952 

Chairman, National Editors Committee 1949-51 

Northeastern District Vice President by appointment to fill 
unexpired term May-July, 1955 

Northeastern District Vice President and Second Vice Presi- 
dent 1955-56 

Great bom District Vice President and First Vice President 
1956-57 

President, The National Secretaries Association (Interna- 
tional) 1957-58 

President, National Secretaries Home Association 1957-58 

Attended ten Association Conventions and every local Re- 
gional and/or District and Division Meeting 


Platform On Association Affairs: 

To lend complete support and effort to the fulfillment of all 

programs and projects of the Association, and, particularly, to: 

a. Bring NSA membership to all qualified secretaries in the 
United States and in other lands, broadening so far as 
practicable the international aspects of our Association; 

b. Continue the Association’s efforts to upgrade the secre- 
tarial profession by upgrading the standards of those in 
the profession; 

c. Provide unusual opportunities for education through Asso- 
ciation sponsorship of institutes, forums, workshops, etc.; 

d. Continue the increase in recognition of the professional 
aims of the Association; 

e. Further broaden interest in and appreciation of the CPS 
program; 

f. Continue the development of the Retirement Home proj- 
ect, so that it may be brought to a timely reality; and 

g. Bring to fuller utilization the potentialities of our division 
structure, at the same time maintaining the autonomy of 
the chapters 


@ Candidate for International Treasurer 
Mrs. Edna J. Pickard, Youngstown, Ohio 


Education: 
Graduate Elyria High School, Elyria, Ohio 
Graduate Oberlin Business College, Oberlin, Ohio 


Employment: 

Present—Youngstown University, Youngstown, Ohio 
Secretary to Dean; Secretary to Chairman of the Scholar- 
ship Committee 

Previous—Youngstown University, Youngstown, Ohio 
Secretary to Registrar—8 years 
Secretary to Dr. E. J. Wenaas, Youngstown, Ohio—2 years 
Secretary to Area Director for Youngstown, Warren, Can- 
ton and Akron, War Manpower Commission—3 years 
Knoble Brothers Co., Cleveland, Ohio, Secretary to Presi- 
dent; Secretary to Chairman of Board Florists’ Telegraph 
Delivery Association; Secretary to Judges’ Committee 
Cleveland Flower Show—4 years 
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Telling-Belle Vernon Co., Cleveland, Ohio, Secretary to 
Sales Manager; Assistant Manager Accounts Payable De- 
partment—3 years 

Austin Company, Cleveland, Ohio, Stenographer promoted 
to Secretary to Vice President—3 years 


NSA Activities: 

Charter Member, Yo-Mah-O Chapter, NSA, 1946 

Chapter Program Chairman—Boss Night, 1946-47 

Chapter Membership Chairman, 1947-48 

Chapter Ways & Means Co-Chairman, 1948-49 

Chapter Program Committee, 1949-50 

Chapter Employment Chairman, 1950-51 

Chapter Employment Chairman, 1951-52 

Chapter Corresponding Secretary, 1952-53 

Chapter Vice President, 1953-54 

Chapter President, 1954-55 

Boss Night Chairman, 1955-56 

——— Pal Committee; Chapter Custodial Committee, 

Chapter Custodial Committee Chairman (until election) 1957 

Elected International Treasurer, 1957-58 

Chapter Chorus and Chapter Bowling Team, 1950-58 

Attended Association Conventions in New York (alternate), 
Chattanooga (delegate), Detroit and St. Louis 

Attended Regional Meetings and District Conferences in 
Cleveland, Toledo, Pittsburgh (delegate), Cincinnati and 
Springfield 

Attended Division Meetings in Toledo, Dayton, Akron (dele- 
gate), Mansfield and Canton 


Other Affiliations: 
Secretary and President—Cleveland School PTA (Youngs- 
town ) 
Member—Cleveland School Mother’s Chorus 
Member—First Presbyterian Choir 
Advisor—Phi Lambda Delta Sorority (Youngstown Univer- 
sity), now A-O-Pi National Sorority 


Platform On Association Affairs: 
To continue performing the duties of International Treasurer 
to the best of her ability with efficiency and diplomacy 
To further the interest of ALL chapters in Division and In- 
ternational affairs 

To promote interest in education and the CPS Program 

To stimulate interest of the membership in the Home Project 

To work with the other members of the International Board 
for the growth of the Association and the best interests of 
ALL chapters 

To keep all members informed, believing that an informed 
member is an interested member and a good member who 
feels she is an important part of our International 
Association. 


M Candidate for Great Lakes Vice President 
Mrs. Evelyn G. Day, Middletown, Ohio 


Education: 
University of Cincinnati Evening College, Bachelor of 
Science in Commerce degree, honor graduate 


Employment: 
Present—Personal Secretary to Chairman of the Board, Armco 
Steel Corporation, Middletown, Ohio 
Previous—Secretary to Treasurer and Secretary to Controller, 
Armco Steel Corporation 


NSA Activities: 
Charter member, Middletown Chapter, 1949 
Chairman, Ways & Means Committee, 1949-50 
Chairman, Education Committee, 1950-52 
Chapter President (two terms), 1952-54 
Candidate for National Secretary of the Year, 1952 
Ohio Division Vice President, 1953-54 
Ohio Division President, 1954-56 
Chairman, International Membership Committee, 1956 
Chairman, Ohio Division National Affairs Committee, 1956 
District Vice President Great Lakes, 1957 
Chapter Secretary of the Year, 1957 


(Continued on Page 18) 
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No candidates for following offices: 
International Secretary 


Director-Home Board (Southwestern District ) 
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eandidates for internationa 


Clare H. Jennings, CPS 
Chicago, Illinois 


Mrs. Evelyn G. Day Mrs. 
Great Lakes District 





‘MA 


president coe 








Carolynne J. Shutz 
Northeastern District 
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ional offices 1958-59... 


Mrs. Edna J. Pickard 
Youngstown, Ohio 





treasurer... 


Mrs. Winifred L. Hillyer, CPS Mrs. Elizabeth T. Roper Olive M. Porter 


Northwestern District Southeastern District Southeastern District 






| 


Audrey M. Wheeler Shirley Barlow, CPS Mrs. Marie E. Bishop, CPS 


Northwestern District Southeastern District Southwestern District 
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(Continued from Page 15) 


CPS taken first time—one section to complete—1957 
Delegate to Division, District and International Conventions 
Organized three Secretarial Institutes for Middletown Chapter 


Other Affiliations: 

Elected member Delta Mu Delta, honorary fraternity, Uni- 
versity of Cincinnati Evening College 

Member, Phi Kappa Epsilon, University of Cincinnati 

Served as International President and International Treasurer 
of Delta Chi Sigma. Now member of Advisory Board 

Served as Chief Business Advisor of Middletown Junior 
Achievement Company for five years 

Secretary to the Board of Directors, Middletown Junior 
Achievement 

Member, Board of Directors Butler County Mental Hygiene 
Association 

Elected Woman of the Year in Armco Girls’ Assn., 1955 
(membership 585) 

Treasurer, Armco Girls’ Association; also served as Chairman 
of Finance 

Member, Business and Professional Women 


Platform On Association Affairs: 
To build up and strengthen the entire organization at all 
levels and advance the ideals and interests of NSA when- 
ever and wherever possible 


M@ Candidate for Northeastern Vice President 
Carolynne J. Schutz, Buffalo, New York 


Education: 
Graduate of Jamestown High School, Jamestown, New York 
Attended Duke University, Durham, North Carolina 
Completed course at Jamestown Community College, James- 
town, New York—Parliamentary Procedure 
Completed course for Professional Secretaries at Jamestown 
Community College, Jamestown, New York 


Employment: 
Present—Secretary to President of Buffalo Junior Chamber 
of Commerce, Inc. and Secretary of Corporation 
Previous—Secretary to the Executive Secretary of the James- 
town Consistory and 'amestown Shrine Club 


NSA Activities: 
io The Buffalo Chapter, Buffalo, New York, October, 
1947 


Served as Chairman of the Bulletin Committee 

Served as a Member of the Board of Directors 

Transferred to the Jamestown Chapter, Jamestown, N. Y., 
1949 

Membership Chairman, Jamestown Chapter, 1950-51 

Corresponding Secretary, Jamestown Chapter, 1951-53 

President, Jamestown Chapter, 1953-54; 1954-55 

Served as New York State Division Bylaws Chairman and 
Parliamentarian, 1953-54; 1954-55 

Served as New York State Division Treasurer, 1955-56 

Transferred to The Buffalo Chapter, 1957 

Attended Association Conventions in Chicago, yy Wash- 
ington, New York, Chattanooga, Detroit and St. Louis 

Attended all New York Division Meetings and many District 
and Regional Meetings 


Platform On Association Affairs: 

To strive to make the name of NSA synonymous with pro- 
fessional competence and integrity: 

By seeking greater recognition and distinction for NSA 
through educational, cultural and social programs; 

By increasing membership in established chapters and en- 
couraging the formation of new chapters, while maintain- 
ing high standards for membershiv; 

By fully cooperating with other Board members for the bet- 
terment of NSA, CPS and the Home 


M@ Candidate for Northwestern Vice President 
Mrs. Winifred L. Hillyer, 
Denver, Colorado 


Education: 
= of Willoughby Union High School, Willoughby, 
Ohio 
Central Business College, Kansas City, Missouri 
Achieved CPS rating in 1956 
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*Returned to school after an absence of 5 years to complete 
final year and graduate 


Employment: 
Present—Secretary to Charles D. Beach, Colorado Division 
Engineer, U. S. Bureau of Public Roads, since September 
1954 


Previous—Secretary to two previous Colorado Division En- 
gineers, U. S. Bureau of Public Roads, for approximately 8 
years 
= Civil Service rating as a Secretary in December, 
194 


Employed as Clerk-Stenographer by the U. S. Bureau of 
Public Roads on June 1, 2 


NSA Activities: 

Member since February, 1947 

Chairman, Public Works and Welfare Committee, one term 

Chairman, Employment Committee, one term 

Parliamentarian and Chairman of Bylaws Committee, two 
terms 

Chairman, National Secretaries Week Committee, 1953 

Chairman, Regional Conference Committee, 1954 

Chapter Vice President, 1953-54 

Chapter President, 1954-55 

Colorado Division Vice President, 1955-56 

Colorado Division President, 1956-57 

Northwestern District Reporter, The Secretary, 1957-58 

Attended Association Conventions 1954, 1955, 1956 

Attended four Regional Conferences, all Colorado Division 
Meetings, and one Utah-Idaho-Wyoming Division Meeting 


Platform On Association Affairs: 

To support and promote all programs and projects of NSA, 

y: 

1. Acquainting business management with the professional 
aims of our Association 

2: Encouraging membership to create interest among quali- 
fied secretaries in the benefits of NSA 

3. Developing good public relations through all available 
means, including international relationships 

4. Endeavoring to create closer relationships among Chapter, 
Division and Association 

5. Acquainting the membership with the National Secretaries 
Home objectives 

6. Urging chapters to provide educational programs to stimu- 
late interest in the Association’s efforts to upgrade the 
standards of secretarial performance 


Other Affiliations: 

Member of Highland Christian Church (Disciples of Christ) ; 
served one year as Secretary to the General Board of the 
Church and one year as Parliamentarian 

Served as Vice President of Blue Spruce Toastmistress Club 


M Candidate for Northwestern Vice President 
Audrey M. Wheeler, Lincoln, Nebraska 


Education: 
Graduate of Falls City High School 
Graduate of Lincoln School of Commerce 


Employment: 

Present—Secretary to District Judge John L. Polk and District 
Court Reporter—1944 to present 

Previous—Secretary to Nebraska Workmen’s Compensation 
Court and reporter—1937 to 1944 
Secretary to Nebraska State Railway Commission and re- 
porter—1927 to 1937 
Secretary to Jean B. Cain, Attorney-at-Law—1922 to 1927 


NSA Activities: 
Charter member Cornhusker Chapter, Lincoln, Nebraska, 1942 
Recording Secretary (Charter) 1942 
Attended Regional Meeting at Kansas City, 1944 
President Cornhusker Chapter, 1946 
Delegate Association Convention at Kansas City, 1946 
Delegate Association Convention at St. Paul, 1947 
Attended Association Convention at Chicago, 1949 
Attended Regional Conference at Lincoln, 1951 
Delegate Association Convention at Houston, 1951 
President Cornhusker Chapter, 1952 
Attended Association Convention at St. Louis, 1957 
Instrumental in State Organization 
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Held first Boss Night for local chapter while President in 1952 
Has been chairman of or participated in every local committee 


Other Affiliations: 


Nebraska Shorthand Reporters Association (Secretary- 
Treasurer ) 

Women’s Division Chamber of Commerce (Past member 
Board of Directors) 

Lincoln Chapter Altrusa International (Past President) 

Axis Business and Professional Women’s Association (Past 
Vice President) 

Member Presbyterian Church 


Platform On Association Affairs: 


To cooperate in every way with other members of the Asso- 
ciation Board 

To encourage and assist in the furtherance of all Association 
policies and projects at all levels 

To foster a close relationship among Association, Division, 
District and Chapter organizations 

To promote and support understanding between business 
management and the secretarial profession 

To strive for the greatest possible benefits for all members 
at all times 


Candidate for Southeastern Vice President 
Mrs. Elizabeth T. Roper, Augusta, Georgia 


Education: 


Graduate Tubman High School, Augusta, Georgia 

Graduate Hurst Business College, Augusta, Georgia 

Night Courses: Junior College of Augusta, University of 
Georgia—Augusta Center, Augusta Vocational School 

Self Improvement Course—Dale Carnegie 

Completed 5 sections of CPS 

Attended all Chapter Study Courses 

Attended Workshops and Institutes at Atlanta, Georgia; 
Savannah, Georgia; Knoxville, Tennessee; and Columbia, 
South Carolina 


Employment: 


Present—Secretary to G. W. Sims, District Plant Manager, 
and District Chief Clerk of Plant Department, Southern 
Bell Telephone and Telegraph Company, Augusta, Georgia, 
Since November 1936 

Previous—Stenographer and Credit Investigator, Sears, Roe- 
buck and Company, Augusta, Georgia—3' years 
Stenographer—J. W. Hendrix, CPA, Concord, North Car- 
olina—3 months 


NSA Activities: 


Charter member Fairways Chapter, Augusta, Georgia, Novem- 
ber 1952 

Chairman Transportation Committee, 1952-53 

Program Chairman, 1953-54 

Second Vice President, Fairways Chapter, 1953-54 

President, Fairways Chapter, 1954-56 (Aiken, S. C. Chapter 
organized while serving as President) 

Vice President, Georgia Division, 1956-57 

President, Georgia Division, 1957-58 

Placed third in Miss Southeastern District contest—Memphis, 
Tennessee, 1954 

Secretary of the Year, Fairways Chapter, 1955 

Chapter candidate for National Secretary of the Year— 
Chattanooga, Tennessee, 1955 

Member of Leadership Clinic—Southeastern District Con- 
ference—Baltimore, Maryland, 1956 

Secretary of the Year—Georgia Division, 1957 

Member of Division Clinic—National Convention, St. Louis, 
Missouri, 1957 

Attended all Board and Chapter meetings since Fairways 
Chapter was organized with exception of one meeting 

Attended all Georgia Division Annual Meetings since Georgia 
Division was organized. Served as delegate three years 

Attended Tennessee Annual Meeting—Chattanooga, Tennes- 
see, 1957 

Attended Southeastern District Conferences at Memphis, 
Tennessee; Fort Lauderdale, Florida; Baltimore, Maryland; 
and Jackson, Mississippi 

Served as delegate three years 

Attended Association Conventions at Chattanooga, Tennessee; 
Detroit, Michigan; and St. Louis, Missouri. Served as dele- 
gate two years, alternate one year 
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Other Affiliations: 


Member of Civic Woman’s Club of Augusta, Georgia 
(Served as Publicity Chairman, 1955-56, 1956-57, and 
1957-58; Recording Secretary 1956-58) 

Religion—Protestant 


Platform On Association Affairs: 


To work consistently for all members of NSA by cooperating 
with the members of the International Board toward the 
fulfillment of all poems and projects of the Association 

To further the development of the potentialities of division 
organization so that it will be a more effective assistance 
to the chapters and the International Board 

To create more interest and encourage members to participate 
in the CPS Program 

To lend complete support in promoting the development of 
the Retirement Home Project so it will become a reality 

To promote and support international relationships 

To further the recognition of the secretarial profession 
through public relations programs, educational projects, 
and a better understanding between business management 
and our profession 

To create and stimulate interest by keeping all members fully 
informed of Association matters 

To encourage qualified secretaries in joining our Association 

To keep close contact with all members and particularly the 
membership of the Southeastern District 


Candidate for Southeastern Vice President 
Shirley Barlow, Arlington, Virginia 


Education: 


Graduate of Holy Family High School, New Bedford, 
Massachusetts 

Graduate of Heffley Business School, Brooklyn, New York 

Associate in Arts (2-year) degree, George Washington Uni- 
versity, Washington, D. C. 

Presently taking Business Administration courses toward A.B. 
degree from George Washington University 

Passed Certified Professional Secretary examination in 1955 


Employment: 


Present—Administrative Assistant (with secretarial duties) 
to the Assistant Administrator, Federal Extension Service, 
U. S. Department of Agriculture 

Previous—Administrative Assistant (with secretarial duties) 
to Director, Division of Agricultural Economics Programs, 
Federal Extension Service, U. S. Department of Agricul- 
ture, October, 1955 to March 3, 1958 
Received Certificate of Merit for outstanding performance 
during the period of 1956-57 
Secretary to the Chief of Chaplains, Department of the 
Army, May 1954-October 1955. Received Department of 
Army Commendation for Meritorious Civilian Service, 
1947-1955 
Secretary to the Deputy Chief of Chaplains, Department of 
Army, April 1947-May 1954. Received Outstanding Per- 
formance Rating for period 1952-53 
Employed by the United States Government for 17 years 
(including three years of active duty in the U. S. Navy 
(WAVES) during World War II) 


NSA Activities: 


Charter Member, Capital Chapter, Washington, D. C., 1952 

Capital Chapter Roster Committee Chairman, 1952-53 

Capital Chapter Recording Secretary, 1953-54 

Panel Member, Annual Workshop, Capital Chapter, 1954 

Capital Chapter President, 1954-55 

Capital Chapter Bylaws Committee Chairman, 1955-56 

eee of Columbia Division Director, 
1955-5 

One of the 15 finalists in Secretary of the Year Contest, 
Chattanooga, Tennessee, 1955 

Capital Chapter Nominating Committee Chairman, 1956 

Se of Columbia Division Secretary, 
1956-57 

Received scholarship to Vassar Institute for Women in Busi- 
ness, 195 

Association Special Civil Service Committee Member, 1956-57 

Delaware-Maryland-District of Columbia Division President, 
1957-58 

Panel Member, “At Your Service” Workshop, Association 
Convention, St. Louis, Missouri, 1957 
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Awarded “Golden Gloves” in Underwood typing contest at 
St. Louis Convention, 1957 

Clinic Coordinator, Southeastern District Conference, Jack- 
son, 1957 

Panel Moderator, Annual Workshop, Capital Chapter, 1957 

Attended four Division meetings; four District Conferences; 
three Association Conventions 


Other Affiliations: 
Currently serving as Warrant Officer in the United States 
Naval Reserve; Member of the Department of Agriculture 
American Legion Post 


Platform On Association Affairs: 

To promote the Certified Professional Secretary Program 
toward increased recognition by management of the educa- 
tional goals of NSA 

To strengthen the Division structure of NSA, maintaining 
a close working relationship among International, Division 
and Chapter officers 

To further the development of office systems which will 
contribute to the efficient operation of NSA in its efforts 
to keep all members informed of international activities 

To increase membership, maintaining high standards for 
eligibility and encouraging active participation by mem- 
bers in all programs of NSA 

To support and promote the objectives of NSA as adopted by 
members at Association Conventions and implemented in 
programs developed by units at all levels 


M Candidate for Southeastern Vice President 
Olive M. Porter, Wilmington, Delaware 


Education: 
Graduate of Wilmington High School, Wilmington, Delaware 
Extension courses from University of Delaware and Univer- 
sity of Pennsylvania on various subjects including eco- 
nomics, sociology, and languages 


Employment: 

Present—Secretary to Mr. Emile F. du Pont, Director, Em- 
ployee Relations Department, Member Board of Directors 
and Member Finance Committee, E. I. du Pont de Nemours 
and Company, Wilmington, Delaware 
Has acquired a total of 33 years’ service with E. I. du Pont 
de Nemours & Company, serving as secretary to several 
executives in charge of personnel and labor relations work 
prior to present position 

Previous—1923-25—-Stenographer, Board of Public Educa- 
tion, Wilmington, Delaware; stenographer, Judge William 
T. Lynam, Attorney, Wilmington, Delaware; stenographer, 
H. K. Mulford Co., manufacturers of biological and phar- 
amaceutical products, Philadelphia, Pennsylvania. While 
in Philadelphia conducted own business in evenings as 
a Public Stenographer 


NSA Activities: 

Charter member and Treasurer; Ways & Means Committee, 
1949-51 

President, 1951-53 

Bylaws Committee, 1954-55 

Bulletin Committee, 1955-56 

Scholarship Committee; Education Committee; National Sec- 
retaries Week Committee; Parliamentarian, 1956-57 

Charter Treasurer Delaware-Maryland-District of Columbia 
Division, 1953-56 

International NSA Representative, Region II, Federal Civil 
Defense Women’s Council, Washington, .. 

Attended all Association Conventions, 1952-57 

Attended all District Conferences, Regional Conferences and 
Division meetings, 1951-57 

Other Affiliations: 

Member, Grace Methodist Episcopal Church, Wilmington, 
Delaware 

Member, Mizpah Chapter, Order of the Eastern Star 

Du Pont Country Club 


Platform On Association Affairs: 
To a in maintaining an active and enthusiastic member- 
ship; 
To help in interpreting the responsibilities of membership 
as well as the privileges; 
To be of service in continuing a public relations program to 
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further our objectives, thus promoting the growth of our 
organization as a professional Association; 

To encourage the membership in participating and promoting 
the Certified Professional Secretaries Program with the 
objective of increased recognition of CPS by management; 

To be of constructive assistance in promoting the develop- 
ment of the Retirement Home Project; 

To assist in the constructive build-up and advancement of the 
interests and ideals of the Association as a whole to best 
and most efficiently serve the common good 


MH Candidate for Southwestern Vice President 
Mrs. Marie E. Bishop, Oakland, California 


Education: 

High school graduate (valedictorian) 

Graduate Armstrong Business College, Berkeley, California, 
with Executive Secretary Certificate 

University of California Extension classes in public speaking, 
economics, human relations in business, office manage- 
ment, and business organization 

Passed entire CPS examination in 1955 


Employment: 

Present—Executive secretary to the President, Grove Valve 
and Regulator Company, western subsidiary of Walworth 
Company, New York City 

Previous—Six years with Henry J. Kaiser Company as legal 
secretary and as administrative assistant to Manager, Pen- 
sion Investment Trusts; sixteen years prior experience as 
secretary, office manager, and corporate secretary in the 
fields of law, shipping, industrial relations, personnel 


NSA Activities: 


Charter member Lake Merritt Chapter, Oakland, NSA mem- 
ber since 1946 

Lake an Chapter Vice President (Program Chairman) 
1946-47 

Lake Merritt Chapter Chairman, Rules & Bylaws, 1947-48 

Lake Merritt Chapter Corresponding Secretary, 1948-49 

Lake Merritt Chapter Recording Secretary, 1949-50 

Lake Merritt Chapter Public Relations Representative, 1950-51 

Lake Merritt Chapter 2nd Vice President (Bulletin Editor) 
1951-52 

Lake Merritt Chapter lst Vice President (Program Chairman 
Y4 term, President 14 term) 1952-53 

Lake Merritt Chapter President, 1953-55 

Also served as member of ways & means, education, publicity 
and membership committees of Lake Merritt Chapter 

California Division President, 1955-57 

Southwestern District Vice President, 1957-58 

Attended 6 Association Conventions (3 as delegate). Served 
on Association Panel at 1956 Convention on division 
administration 

Attended all California Division meetings; Calif-Arizona Re- 
gional conferences; California Public Relations meetings 


Other Affiliations: 


Member Berkeley Women’s City Club 
Member Delta Psi Omega (national dramatic society) 
Member California Professional Service Association 


Platform On Association Affairs: 


To cooperate with other members of the Association Board 

in promoting NSA’s aims and purposes through sound 

national policies and projects, thus serving all members of 

NSA; and more especially 

1. To work for policies that will strengthen and encourage 

our division level of administration to become more 

effective. 

To actively promote greater interest and participation by 

our membership in our CPS program. 

3. To work for greater recognition of the professional status 
of secretaries by (a) promoting and supporting effective 
eer relations programs and (b) encouraging our mem- 

tship to uphold the high standards of our profession. 

4. To keep our membership properly informed of the activi- 
ties of the Association. 

5. To work continuously for the further development of the 
Southwestern District. 


bo 
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adventures 
im 
learning 


by Roberta Iredale 


Great Lakes District Reporter 
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W@ Those bells you hear aren’t jingle 
bells . . . they’re school bells! 

In common with hundreds of secre- 
taries in all parts of the country, NSA 
members of the Great Lakes District 
have enrolled in evening school classes, 
and are burning midnight oil studying 
hard not only for titles of Certified 
Professional Secretaries, but for the sat- 
isfaction that comes from broadening 
the mental and spiritual horizons. 

Many and varied are the programs 
in which our chapters have gone about 
raising the standards of the secretarial 
profession. A few of these programs 
are described in this column with the 
hope that it may be of help in planning 
educational programs and studying for 
the CPS examination. 

“WE CAN BE BETTER THAN WE 
ARE” is and has been one of the goals 
of Detroit Transcript Chapter (Michi- 
gan) since its charter. And, their Edu- 
cation Committee is constantly working 
toward attainment of this “golden 
fleece.” 

In 1953 they instituted a custom- 
designed Secretarial Review Course that 
had been developed through the coop- 
eration of business leaders, professional 
women, and various educators. It has 
been offered twice yearly since its in- 
ception, and they hope to continue it 
ad infinitum. 

The registrations average around 
fifty-five per course. Just in passing, 
they had a senator's wife enrolled in the 
Fall 1957 session. She was running the 
senator's Detroit office while he was in 
Washington, and since she had been 
out of touch with the active business 
world for some time, on reading the 
excellent publicity on this program felt 
the course was just what she needed. 
Q.E.D.—another satisfied customer! 

Marie Brabant Robinson, CPS, chap- 
ter member and secretary to Detroit 
District Manager, Gulf Oil Corporation, 
had this to say about the course: 

“I believe the Secretarial Review 
Course is of utmost importance to 
ALL secretaries—not only those inter- 
ested in attaining a CPS rating—and 
I speak as a mature secretary of long 
experience who refused to ‘vegetate.’ 


The Secretarial Review Course has 
been of invaluable assistance to me, 
not only in my work, but also insofar 
as the CPS exams were concerned; in 
fact, I feel so strongly the importance 
of this course that I plan to take it 
again in the not too distant future, 
just to keep myself informed of new 
developments in secretarial skills. I 
am also recommending it to my Home 
Study Group. I regret that the Home 
Study Review Course was not avail- 
able to me when I was working on 
my CPS project. It is an excellent 
course of study and review. 


“I heartily recommend the courses 
of study to all secretaries interested 
in the CPS program; to those just 
interested in a self-improvement pro- 
gram; or to the mature secretary wish- 
ing to ‘brush up’ on her secretarial 
tools.” 

Marie’s testimonial is but formal praise- 
singing of the course, which the chapter 
has received verbally from countless 
alumnae. 

In January 1957, they instituted their 
first Home Study Course program, for 
members only, patterned after that 
prepared bv the National Education 
Committee 1955-56. It was well received 
—about sixty to seventy participating. 

Detroit Transcript has been most 
fortunate in its locale for they have a 
wealth of universities on which to draw, 
and have met with admirable coopera- 
tion. For a number of years now, the 
University of Michigan Extension Serv- 
ice, in cooperation with The National 
Secretaries Association (International ) 
has given “Secretarial Office Practices” 
under the direction of Dr. Irene Place, 
first Dean of the Institute for Certifying 
Secretaries. It is a twelve-week course 
and covers the duties and tasks per- 
formed by top-level secretaries; also per- 
sonality development, and the problems 
of personal adjustment of women to 
the world of office work. “Business 
Theory for Secretaries” is another course 
that has been given for some few years 
too, present excepted, by this same two- 
some under the direction of various 
professors. 


Detroit Transcirpt also sponsors an 
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Annual Secretarial Workshop as another 
educational feature, and is even now 
deep in finalizing plans for their 
SIXTH, which is being given in coop- 
eration with the University of Detroit. 





River Park Chapter, Wyandotte, 
Michigan, deviated from the technical 
subjects, such as business law, secretarial 
accounting, economics and office pro- 
cedures—to which they devoted their 
last year’s study group course. Because 
they believe in broadening their hori- 
zons, both professionally and personally, 
they felt it was time to delve into “the 
arts.” While they could not duplicate 
the offering of the Liberal Arts Course 
at Gull Lake, they have planned a series 
of monthly meetings featuring speakers 
who will give them an introduction to 
the arts, talks on music appreciation, 
personality development, literature, etc. 
In addition, this chapter is especially 
proud of Mrs. Rosetta Braden and Nellie 
Hardy, who this year earned their CPS 
status, since they are two of the ten 
members in the state of Michigan who 
passed. 





February 22 was a big day for Mil- 
waukee Chapter (Wisconsin), second 
only to the winning of the World Series. 
An all-day seminar was held on this 
day in the Marshall & Illsley Bank. 
Themed “We Can Be Better Than We 
Are,” the addresses covered “Aspects 
of International Understanding” by Miss 
Vada Horsch, assistant secretary of the 
National Association of Manufacturers; 
“Why Bother?” by NSA President Clare 
H. Jennings, and “The Personal Factors 
in Success” by Paul J. Mundie, Ph.D. 
A panel on “Methods Simplification” 
and a session on good grooming (and 
what secretary isn’t interested in good 
grooming? ) concluded the program. 

Marquette University is conducting a 
twelve-week course for this chapter, 
which will include secretarial account- 
ing, statistics and human relations. 





Canadian secretaries will have their 
first opportunity to take the CPS ex- 
amination this year in Canada, and the 
University of Western Ontario, London, 


Page 22 


Canada, has been designated as a test 
center. 

The youthful Canadian Chapters, 
seven of them, are progressing beyond 
expectations! 

Every Monday night for ten consecu- 
tive weeks, members of London Cen- 
tennial Chapter will meet for a course 
in business law. 

Economics, accounting and business 
law are also the favored subjects of the 
Windsor Chapter members. These sub- 
jects are presented in a fifteen weeks 
course at Assumption University. Two 
members of the Windsor Chapter, Ann 
Bickerton and Peggy Steward, passed 
half of the CPS examination, on their 
first attempt—“without studying” they 
say. : 





Lake Shore Chapter (Chicago, Illi- 
nois) places great emphasis on the edu- 
cational aspects of NSA, as evidenced 
by fifteen pages of their October bulle- 
tin’s forty pages being devoted to 
computations and calculations, parlia- 
mentary procedure and study sugges- 
tions for CPS. Any member taking the 
CPS exam should read the articles by 
eight Lake Shore CPS'’s, who give valu- 
able tips for this all-important test. 

Members are meeting one evening a 
week for a CPS study course. The lec- 
tures covering human relations are mod- 
erated by Marilyn French of The Dar- 
nell Corporation, and business law is 
moderated by Dorothy Korhumel. Short 
subjects, covering secretarial practices, 
are also conducted by chapter members. 

The chapter held its FIFTH Annual 
Secretarial Workshop at the Conrad Hil- 
ton Hotel, on Saturday, April 19. 





There are thirty-three CPS holders 
in the State of Indiana. Twenty-eight 
of these may well be the result of the 
efforts of their chapters to have a pro- 
gram helping their membership to 
achieve this high honor, because they 
are NSA members. One of the thirty- 
three took the CPS examination and 
passed it before joining; four are non- 
members. 

Crossroads of America Chapter, In- 
dianapolis (Indiana) with the largest 


chapter membership, leads the CPS list 
with twelve. Not content with toiling 
from nine to five, many members are 
going to school or joining study groups. 

A number are enrolled in the NSA 
sponsored course “Better Secretaries, 
Better Business,” at the Indiana Univer- 
sity Center. Classes meet two hours 
every Tuesday evening and are open to 
non-members. Subjects are written 
communications, human relations, con- 
tracts and bailments, practical account- 
ing for secretaries and latest techniques 
in business procedures and office 
machines. 


Other members have formed a speech 
class, which is held every other Wednes- 
day. A Toastmaster’s type of meeting 
is conducted and a tape recorder is used 
to record the voices of those present for 
playback and commentary. 


Members have also formed a special 
CPS Study Course, which meets two 
hours each Thursday. This is a discus- 
sion group headed by Zenna McCance, 
CPS, former Great Lakes District Re- 
porter. Members are assigned as lead- 
ers for each meeting. Dictation is 
given, human relations problems are 
presented, and spelling bees and periodic 
quizzes are conducted. 


They do not stop here—in addition 
to all of this, five of their members are 
staffing a shorthand class on Saturday 
morning at Central Hospital. 


DO YOU REMEMBER the “Little 
Red School House?” Crossroads has 
one on display at their monthly meetings 
so that members may deposit a “DOL- 
LAR FOR A SCHOLAR.” 





Heart of Nation Chapter, Terre 
Haute, Indiana, is second with four CPS 
holders. In addition to study groups, 
organized classes, and bulletin promo- 
tion, they acted as hosts to the visiting 
group taking the CPS examination at 
the center in their city. 

Anderson and Elkhart Chapters each 
have three CPS holders; Evansville and 
Bloomington have two each; and Fort 
Wayne and South Bend one each. They, 
too, have fine chapter programs and 
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study groups. Outside workshops are 
attended and also held. Their presenta- 
tion ceremonies have been extra special. 
Whenever certificates are awarded, every 
effort is made to make the event a high- 
light of the year. 


Although as yet the other chapters in 
Indiana have no CPS winners, many of 
their members are studying for or tak- 
ing the examination. Goshen has had 
a series of organized classes. Gary, Lafay- 
ette, Richmond, and Marion have all 
set up organized classes in special sub- 
jects on which their members feel they 
require more information; their bul- 
letins give fine promotion to the effort. 
Most of the new chapters—particularly 
Wabash, Warsaw and Goshen, have 
been enthusiastic about the program and 
are including information and studying 
from the beginning of their chapters. 


Every chapter has a copy of the Asso- 
ciation Group Study book and rely on 
it as a guide in planning study pro- 
grams or writing material for the bul- 
letins. In addition, the chapters review 
and describe CPS to all prospective and 
new members, thus instilling early the 
ambition to further study and CPS 
achievement. 





At the annual Boss Night in Novem- 
ber, 1957, Cincinnati Chapter (Ohio) 
presented three CPS Certificates to its 
members, bringing the total to eight. 


For the first time, during the year 
1957-58, a twenty-five-week review 
course geared to the CPS examination 
is being offered at Xavier University 
Evening Division for secretaries in the 
Greater Cincinnati Area. This class was 
very well received, exceeding the maxi- 
mum enrollment of forty the first week 
of registration. 


In addition, the University of Cin- 
cinnati has accepted the two-year sug- 
gested schedule of courses recommended 
for the CPS examination. This, too, is 
another “first” venture for the Cincin- 
nati Chapter. Classes will begin in Sep- 
tember, 1958, and continue on a rotating 
two-year basis. NSA will receive proper 
mention and space in their Evening Col- 
lege Catalogue. 
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The University of Cincinnati serves 
again as a Test Center for the CPS ex- 
amination in May. 





A diversified series of fourteen classes 
entitled “ENLARGE YOUR HORI- 
ZONS,” keyed to the need and interest 
of every secretary and aspirant to the 
secretarial profession, was sponsored by 
the Glass City Chapter, Toledo, Ohio. 
These classes were not restricted to the 
members of NSA, but were open to any- 
one interested. 153 registered for the 
course and several of the employers paid 
the registration fee of $2.00. Instructors 
were prominent Toledo business men 
and women recognized in their own 
fields. The series covered: poise, per- 
sonality, office etiquette, and grooming; 
casualty insurance; market research; 
stocks, bonds, investment; business or- 
ganization, electronics, and automation; 
public speaking; law—wills, records, 
management and filing procedures; 
credit, policies and procedures; duplicat- 
ing processes; life and group insurance; 
office machines, communications media, 
and telephone techniques. This endeavor 
is a FIRST in several respects: It is the 
first time they have sponsored such a 
study course ... it is the first of its kind 
in Toledo to be offered by any group. 


Another series of studies in prepara- 
tion for the 1958 examination, were 
held on Monday evenings, beginning 
January 6 under the leadership of Toledo 
Chapter’s present CPS certificate hold- 
ers. All sections of the examination were 
covered during these weekly sessions. 





In addition to the above many other 
chapters have outstanding programs in 
chapter meetings, small study groups, 
organized classes, fine bulletin promo- 
tion, workshops and excellent CPS award 
presentation ceremonies. 


To be top-flight, a secretary must 
keep abreast of the developments in 
modern business, for only in this way 
can she best serve her employer and 
represent her company. 


CPS QUICKIE QUIZ 
(Continued from Page 7) 


(b) Read detective stories and ro- 
mantic novels for the most part; 

(c) Read the newspaper thoroughly 
if she has time; 

(d) Read at least one daily news- 
paper, one or two news maga- 
zines, at least one professional 
magazine such as THE SECRE- 
TARY, and an occasional biog- 
raphy or one of the classics. 


7. The social habits of a secretary are 
important and are often an indica- 
tion of her character and interests. 
She should: 

(a) Be a “joiner” and belong to 
every organization she possibly 
can; 

(b) Belong only to a professional 
group; 

(c) Belong to several groups from 
which she can derive benefit 
and to which she can make a 
contribution, such as her church 
group, a professional associa- 
tion, and a civic, sports, or so- 
cial organization; 

(d) Spend all of her leisure time 
with her friends and family. 


8. A beginning typist just out of high 
school is assigned to assist a secre- 
tary. It is apparent that the typist has 
ability even though she is prone to 
be careless in her spelling and often 
does not listen carefully when in- 
structions are given. The secretary 
should: 

(a) Angrily tell the typist all her 
faults; 

(b) Point out the typist’s careless- 
ness and threaten to have her 
fired; 

(c) Tell the typist she should 
know better and make her feel 
uncomfortable; 

(d) Exercise patience and in a 
friendly way point out the 
necessity for accuracy and the 
importance of following in- 
structions. 


Answers on Page 27 
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eye bank gains 


By Helen Sulzbach 
Sioux Chapter Reporter 


@ Helen McHale, charter member of 
Sioux Chapter, Sioux City, Iowa and 
a secretary in the office of the Sioux 
City Health Department, was the only 
woman among thirty-five local persons 
honored recently at a luncheon by the 
Sioux City Lions Club. These persons 
were honored for their contributions 
to Lions Club’s various charitable and 
community projects. 


Helen was honored for her contribu- 
tion to their project of assistance to 
the blind. She has secured pledges 
from twenty-six persons who have 
promised, at their death, to give their 
eyes to the Iowa Eye Bank. This is the 
highest number of pledges secured by 
anyone in Sioux City for this worth- 
while project. Last fall, the death of 
the first one of these persons occurred 
and now through that person’s love 
for humanity, a blind person is able 
to see. The success of this case has 
been verified by a report received in 
Sioux City from the University of 
Iowa Hospital at Iowa City. 


Before this becomes an accomplished 
fact, many careful steps are taken. As 
soon as possible after death, an opera- 
tion is performed to remove the eyes 
which are refrigerated and taken to 
the police station. Police notify the 
highway patrol and they transport 
their precious cargo as quickly as 
possible by relay from one patrol con- 
tingent to the next along the highway 
to the University Hospital, where the 
Iowa Eye Bank is maintained and 
where the blind person who is to 
receive the transplant is waiting. 


After arrival at the hospital a new 
series of steps is taken to eventually 
give sight to the person who has 
hitherto been living in darkness. 
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Lafayette Chapter (Indiana) featured 
fashions appropriate for women in their 
profession at a recent guest night. 
Modeling the clothes that best dressed 
secretaries wear are (from left) Mrs. 
Mildred Disney, Faye Smith and Sam- 
mye J. Cole. Mrs. Phyllis Ostendorf 


was program chairman. 


an orchid 
for marion 


@ Marion Baum, of Melior Vita Chap- 
ter, Sioux Falls, South Dakota, was 
pleasantly surprised recently when the 
local Radio-TV station, KELO, featured 
her on its “NEW DAY” program. She 
was truly “Secretary of the Day.” 

An acquaintance submitted her name 
with qualifications which entitled her 
to this honor. The qualifications were 
checked with local authorities and her 
employer, who verified her eligibility. 
This was all unknown to Marion until 
9:30 on this bright Wednesday morn- 
ing when a beautiful orchid was deliv- 
ered to her at the office with instruc- 
tions to tune in on Dial 123, where she 
heard her praises broadcast far and wide. 

Marion is office manager, private sec- 
retary to the manager, and head book- 
keeper at the Sioux Brake and Equip- 
ment Company, Sioux Falls, where she 
has been employed for ten years. Sev- 
eral evenings each week she devotes to 
individual business bookkeeping, in 
most cases contributing her time and 
knowledge to assist a beginner. She 
has been a member of NSA for four 











See 


A Mardi Gras theme for Boss Night 
was planned by Valley of the Sun 
Chapter, Phoenix, Arizona. Climax of 
the evening came when president La 
Verne Arrowood and her boss, J. Oliver 
Cunningham, were crowned King and 
Queen of the Mardi Gras by Mrs. Sue 
Decovich, chairman, and her boss, 
James H., Killen. 





Marion Baum 


years and currently is chapter treasurer. 
Her participation in chapter activities 
has demonstrated willingness, capability, 
and enjoyment in her effort to help 
others. 

Marion has an enviable record among 
her many acquaintances for her charita- 
ble understanding and love for people 
—especially older people and children. 
No personal sacrifice on her part is too 
great to send a needed package to an 
elderly person or shut-in, to make a tele- 
phone call, to send a card of cheer, or to 
provide for some poor child in need of 
a cap, mittens, or overshoes. 
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binghamton chapter 
launches 


the good ship “PDS” 


HM When the Education Committee of 
the Binghamton Chapter (New York), 
launched the good ship “PDS” (Pro- 
fessional Development for Secretaries) , 
little did they dream how far from home 
it was destined to sail. For now each 
Thursday night the sturdy craft makes 
a scheduled round trip along the Sus- 
quehanna River from Binghamton to 
Sidney, New York. 


Here’s how it all came about. 


Last fall the Binghamton Chapter 
gained two new members from Sidney, 
a small town forty miles away. These 
new members are secretaries at Scintilla 
Division of Bendix Aviation Corpora- 
tion, the industry that keeps their home 
town booming. When Binghamton 
Chapter made plans for a “PDS” re- 
fresher course at Broome Technical 
Community College, these Scintilla sec- 
retaries feared they would be unable to 
make the weekly trip from Sidney to 
Binghamton to attend classes. Un- 
daunted, an idea grew, and they per- 
suaded Carlton E. Dwight, training su- 
pervisor at Scintilla, to have the same 
course given there for the benefit of all 
the secretaries in that organization. They 
quickly aroused interest among their co- 
workers, helped with necessary arrange- 
ments, and the new off-campus “school” 
opened with a registration of twenty- 
five. The fifteen-week course duplicates 
the one offered at Broome Tech, and 
each Thursday night either Professor 
Robert L. Cann or Professor Francis P. 
Casella boards the “PDS” for the weekly 


cruise from Binghamton to Sidney. 
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Isabelle B. Ramsdell, secretary, and Carlton E. Dwight, training supervisor 
of Scintilla Division of Bendix Aviation Corporation, discuss enrollment for 
the “Professional Development for Secretaries” course, sponsored by Bing- 
hamton Chapter (New York), at the corporation’s plant in Sidney, New York. 





Professors Robert L. Cann and Francis P. Casella of Broome Technical 
Community College, make arrangements with Dorothy Turner, chairman of 
Education Committee of Binghamton Chapter (New York) for “PDS” 
course at plant of Scintilla Division of Bendix Aviation Corporation. 


Among the subjects covered are fi- 
nance, job analysis, business law, insur- 
ance, letter writing, grammar, office 
machines, and office management, pro- 
viding an interesting and well rounded 
course. 


Above all, however, is the satisfaction 
of knowing that Binghamton Chapter's 
Education Committee has launched a 
program that has encouraged more 
secretaries to prepare for the CPS 
examination. 
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@ Sentences are shrinking. In this they 
are like distances. When Jules Verne 
wrote about going around the world in 
eighty days, sentences of eighty words 
were common. Today the globe can be 
circled in less than a week, and a sen- 
tence of eighty words is as rare as a tax 
reduction. 

The increasing pressures in the busi- 
ness world are largely responsible for 
the continuing reduction in sentence 
length. A dozen other duties wait while 
the business man reads letters and re- 
ports. No wonder he wants these mes- 
sages written in sentences that can be 
read quickly and understood easily. 





Several experts on how to make mes- 
sages easy to read and understand believe 
that sentences in business letters should 
average between fifteen and twenty 
words. Note that these authorities do not 
recommend that all sentences contain 
between fifteen and twenty words. They 
emphasize the value of both long and 
short sentences but point out that the 
average length of sentences should not 
exceed twenty words. If sentences in a 
business message average more than that, 
sentence length is working against the 
writer instead of for him. 


When business men do not think 
about making sentence length work for 
them, they are likely to spare the periods 
and spoil the sales. The reader who has 
to wade through sentences of sixty, 
seventy, or even 100 words is likely to 
be annoyed no matter how important 
the message he is reading may be. Even 
when he doesn’t know what bothers him, 
the extra effort he has to expend in read- 
ing over-long sentences causes a negative 
reaction. 


To persuade your reader, to convince 
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him, to sell him, you'll have to get him 
in a receptive frame of mind and keep 
him there. Sentences that are short 
enough to be easily read keep out of the 
way of your selling efforts. In addition, 
they predispose the reader to think 
favorably about the ideas you are ex- 
pressing. 

Making reading easy, however, is not 
all that is necessary. The reader's interest 
must be aroused; his attention must be 
held. To do these things, you need to 
know what sentences of various lengths 
will do. When you know the effects that 
short, moderate, and long sentences have 
on readers, you know how to make sen- 


by Dr. Homer L. Cox 


School of Commerce, Department of 


Business Writing, Northwestern University 


man on the flying trapeze as this one 
does: Acknowledging your letter of 
May 8. 


More short sentences are urgently 
needed in modern business letters. 
Although too many in succession some- 
times produce a jerky effect, this fault is 
relatively easy for the writer to correct. 
It is also less irritating to readers than 
the floundering of a sentence that has as 
many clauses as an octopus has arms. 


The Sentence of Moderate Length 


Sentences of moderate length (fifteen 
to thisty words) are the ones that are 
used most frequently. They are the gen- 


Written for National Small Business Men’s Association 


long sentences can sell you short 


Number Five in a Series 


tence length serve your purposes. 


The Short Sentence 


Short sentences (fourteen words or 
less) have many uses. They attract atten- 
tion. They are forceful and lively. The 
sales letter writer who ends a letter with 
Do i now is using the short sentence to 
speed up action. Also, notice how em- 
phatic the italicized words above are. 
Furthermore, the short sentence is the 
best sentence whenever clearness is espe- 
cially important. 

Short sentences also make good 
bridges. Transitional sentences that lead 
from one area of thought to another are 
most effective when they are short. The 
first sentence in this paragraph is used 
in this way. 

Incomplete sentences once would have 
branded the writer as illiterate. Today 
they are composed purposely when they 
contribute to the effectiveness of mes- 
sages, especially sales messages. But the 
crisp one and two word sentences that 
are useful in the right place should not 
be confused with a sentence fragment 
that leaves the reader dangling like the 


eral utility type. Because there are so 
many of them, they are even more likely 
to become monotonous than sentences of 
other lengths. 


Interspersing the sentences of medium 
length with many short sentences is one 
good way to prevent monotony and hold 
the reader’s attention. Monotony can also 
be prevented by varying the way the 
parts of sentences are put together. 


The Long Sentence 

Like narcotics, long sentences are valu- 
able when used for medicinal purposes. 
Used habitually both are undesirable. 

A well-written long rhythmical sen- 
tence (thirty words or more) can have 
a tranquilizing effect. Such sentences 
coax the reader who is irritated or in- 
clined to take an opposing view to take 
a deep breath and reconsider. When the 
purpose of a letter is to soothe ruffled 
feelings, some fairly long sentences are 
advantageous. 

Long sentences also have other accept- 
able uses. They are excellent for present- 
ing summaries. After the reader has read 
a number of ideas in short sentences, he 
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likes a condensation—a recapitulation. 
Since he has already grasped the ideas 
one at a time, he’s prepared to take them 
in one long sentence. 

Long sentences can also be used to 
present a series of ideas. Since words, 
phrases or clauses in a series are usually 
worded similarly, they are easily under- 
sood. For example, this sentence is easy 
to understand because the pattern of 
expression is repeated. 


One sentence; forty-seven words: 


The steps in the procedure include: 
consulting the directory of paint man- 
ufacturers; selecting a company 
within two hundred miles of our 
plant; sending a representative to the 
factory chosen; testing samples se- 
cured by our man; and, finally, nego- 
tiating a contract for enough paint for 
all our installations. 

For the purposes which have just been 
discussed, long sentences can be your 
choice. Unless they are really needed, 
however, skillful writers avoid them. 
Why? Because long sentences used 
where shorter ones would do the job 
better put an unnecessary burden on both 
the writer and the reader. Some of the 
disadvantages of long sentences are dis- 
cussed below: 


1. A long sentence loaded with ideas 
gives the reader too much to grasp at 
one time. Packing too many significant 
ideas together in one sentence gives the 
reader's mind too little time to digest 
one idea before another is presented. 
If, as often happens, we make confus- 
ing errors in usage of punctuation in our 
attempt to get everything into one sen- 
tence, we multiply the reader’s problems. 

The average reader is less likely to 
miss significant details if he gets them 
in small doses—in short sentences. More 
words may be needed to express the 
message in short sentences, but the in- 
crease in reading ease justifies the addi- 
tional words. Here is a message written 
two ways. Notice that the second ver- 
sion is easier to read. 


A. One sentence; fifty words: 


On the fabricated plastic parts which 
are a substantial part of our total fin- 
ished product cost, we anticipate only 
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a moderate increase, in our own case, 
because several: companies are com- 
peting for our business, and barring 
a major war, we can anticipate con- 
tinuation of unrestricted buying in a 
free market. 
B. Three sentences; sixty-four words: 
The cost of fabricated plastic parts 
affects the cost of our finished prod- 
uct materially because these parts 
constitute a substantial portion of our 
product. Fortunately several compa- 
nies are anxious to sell us the parts we 
need. This competition will keep the 
anticipated increase in the cost of 
fabricated items moderate, we believe, 
unless a major war interferes with 
the operation of a free market. 
2. Long sentences often result in the 
separation of words that should work 
together. Here is an example: 


One sentence; thirty-six words: 
Although this company seeks con- 
stantly to improve the quality of the 
service provided and to maintain the 
excellence of the catalogue furnished 
free of charge, the regulations which 
refer to it prevent accomplishment of 
these aims. 


In the sentence above, what does the 
pronoun # refer to? Company? Service? 
Catalogue? Who can tell? 


3. Long sentences often shift the 
burden of organizing ideas from the 
writer, who should do the job, to the 
reader. Some business letters have to be 
read no matter how poorly they are or- 
ganized and written. For example, 
somebody had to read this: 

One sentence; sixty-nine words: 

In many instances we write a second 

letter asking for clarification unless 

we find we ourselves made an error, 
but then we send an explanatory form 
letter except when the amount in- 
volved is more than $50 in which case 
the whole matter is brought to the 
attention of Mr. Blankton or if he is 
away we go to Mr. Blankton’s supe- 
rior, and sometimes his secretary can 
handle the problem. 

One better way of saying this would be: 

Four sentences; sixty-four words: 

Usually we ask for clarification. If 


we find, however, that we made an 
error and the amount involved is $50 
or less, we send an explanatory form 
letter. Mr. Blankton is responsible for 
correcting errors of more than $50. 
When he is away and his secretary 
hasn't been authorized to correct er- 
rors in his absence, cases of this kind 
go to Mr. Blankton's superior. 


When a reader does not feel com- 
pelled to read a message made up of 
long strings of poorly organized words, 
he may not do it. Make your letters the 
kind that would be read from choice. 

Make your motto, divide and conquer. 
Divide long sentences and conquer 
reader resistance. You may need a few 
more words to express your ideas in 
short sentences. But it’s more important 
to get your reader in a receptive frame 
of mind than to save a dozen words. 

Furthermore, messages written in 
short sentences can also be concise. 
Number six in this series will show you 
ways to express your ideas in fewer 
words. 


CORRECTION: 


The Education Chairman reports she 
made a typing error in the March 
Quickie Quiz. In the March issue, the 
answer to Question No. 6 should have 


been worded as follows: 


(b) The person or persons by whom 
the offer was made. 


ansivers 














to CPS Quickie Quiz 
on Page 13 
l. (a) 5. (b) 
2. (d) 6. (d) 
3. (b) 7. (c) 
4. (c) 8. (d) 
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building 
a 
profession 


by Marie A. Nichols, CPS 


International Education 
Committee 


Mi “The purpose of the Association 
shall be to elevate the standards of the 
secretarial profession ” Thus our 
by-laws give a simple, yet comprehen- 
sive, statement of the reason for our ex- 
istence as an organization. 


In stating this purpose, we number 
ourselves among the professions, indi- 
cating that we possess certain character- 
istics which identify a profession as such. 
At the same time we are admitting that 
we are not yet as professional as we 
would like to be—or as we think we can 
be. An appraisal of our status as a pro- 
fession can be made by determining the 
extent to which these identifying char- 
acteristics have become a part of the 
secretarial profession. Such an appraisal 
reveals a progress that, considering the 
fact that an organized effort to profes- 
sionalize has been under way such a 
short time, is little short of phenomenal. 
It also brings out areas that do not yet 
measure up to the highest professional 
standards. 


The professional tradition began in 
the Middle Ages when followers of cer- 
tain occupations, through education, dis- 
tinguished themselves from ordinary 
tradespeople. Education remains the pri- 
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ar 


mary distinguishing mark of a profes- 
sion today—education in the use of 
knowledge, understanding, and_intelli- 
gent thinking in the practice of one’s 
work. Every true profession has an or- 
ganized body of knowledge available to 
its members and training programs 
leading to recognized degrees in col- 
leges and universities. That the secre- 
tarial profession measures up in this re- 
spect is obvious. However, in a pro- 
fession such as the secretarial which the 
majority do not enter through college 
training, the importance of continued 
education cannot be overemphasized. 
Neither can the college graduate con- 
sider herself completely educated since 
the desire to improve is always present 
in the professional person. In our efforts 
to raise the educational level of the sec- 
retarial profession, we must keep in 
mind, too, the fact that “profession” re- 
fers not to NSA members only, but to 
all secretaries, and the educational activi- 
ties of NSA should not be confined to 
members. Specific efforts should be 
made to reach the younger girls who may 
aspire to secretarial work although they 
are not secretaries now or afe not yet 
eligible for membership in NSA. Chap- 
ters have taken an active interest in the 


secretarial student, but these beginning 
office workers, who frequently need very 
much what NSA has to offer, are almost 
invariably overlooked. Chapters can cre- 
ate opportunities for bringing them into 
NSA activities, giving them the inspira- 
tion, encouragement, and opportunity to 
grow professionally. Surely, nothing 
would endear NSA to management so 
rapidly as the knowledge that effective 
steps in this direction were being taken. 


The professional person is not edu- 
cated just to meet the technical demands 
of the office, but seeks a broad general 
education. While the value of this type 
of education has long been recognized, 
little was actually done along this line 
until the first Liberal Arts Seminar was 
undertaken two years ago. The enthusi- 
astic reaction of those privileged to at- 
tend these seminars justifies the continu- 
ation and expansion of this project, but 
if this type of education is to be made 
available to the great majority of secre- 
taries, it must be done on a local level. 
Institutes and study groups which have 
until now concentrated in secretarial or 
business subjects, might branch out into 
the liberal arts. The possibilities for 
group activities along these lines are 
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limited only by the interest of the group, 
while the possibilities outside NSA open 
to individuals are unlimited. 


A profession needs some standard by 
which an individual’s qualifications for 
admission to the profession can be de- 
determined. Naturally, whether or not a 
person becomes a secretary depends upon 
her ability to find someone who will pay 
for her services, and it will never be 
left to any one group to determine who 
shall be a secretary. This makes it all 
the more important to have some means 
of identifying those who are truly pro- 
fessional. We have our CPS examina- 
tion, although we are not yet ready to 
consider that the absolute standard 
which all professional secretaries must 
meet. Acceptance into the Association 
can mean that a standard has been met 
if admission requirements are upheld. 
The high calibre of women whom we 
find in NSA throughout the organiza- 
tion indicates that this is a valid stand- 
ard. CPS, however, represents the peak 
of professional competence, and all those 
who qualify should be encouraged to 
so identify themselves. 


A profession is also distinguished by 
the extent to which the lives of its mem- 
bers are governed by ethical precepts. 
Our Code of Ethics is a challenge and 
an inspiration to any secretary to reach 
for the highest in professional and per- 
sonal behavior. The professional secre- 
tary must respond to that challenge. 


Finally, the professional secretary has 
a particular attitude toward her work 
which leads her to seek the “Why” be- 
hind the “What,” a questioning process 
which, if pursued to an ultimate answer, 
reveals a purpose and meaning to her 
work that extends beyond her imme- 
diate office or her particular business. 
Thus the professional secretary views 
her work not as just the forty hours, 
more or less, that the laws of economics 
demand that most of us put in some- 
where as the price of continued exist- 
ence, but rather as a significant place of 
service that is an integral and essential 
part of the total human endeavor. The 
fact that the work of the secretary is 
limited to one employer, while the work 
of most of the other professions is avail- 
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able to the general public, does not alter 
the fact that service is the only justifica- 
tion for any job, and the intangible re- 
wards of professional satisfaction, dis- 
tinction, and recognition are earned only 
through service. 

Under the competent guidance of our 
leaders on every level, with outside ex- 
pert advice and assistance where needed, 


ing every detail along the way in order 
to reach, individually, the standards set 
for the profession as a whole. When 
such individuals comprise a recogniza- 
ble and distinct group of sufficient size 
and influence that it is recognized 
throughout the business and professional 
world as synonymous with competence 
and integrity, when the standards of 


““my pay today goes to NSA”? 


Betty Thickstun, left, 
co-chairman of the 
project, portrays the 
‘ role of a customer, 
and Mrs. Ann Parsons, 
president, the sales 
clerk. Watching the 
“sale” is Don Thoma, 
owner of Williams’ 
Jewelry store, one of 
the merchants partici- 
pating. (Photo by 
Bloomington Herald- 
Telephone) 





“My pay today goes to NSA” was the motto of Bloomington Chapter (Indiana) 
members who clerked, worked in retail stores and acted as hostesses to earn money 
for a secretarial workshop for high school girls, held Saturday, April 26. 

_This chapter has only sixteen members. Each committee consists of one person. 
Their guests were high school juniors and seniors from the two high schools in 
town and part of the workshop was slanted to them, to persuade them to choose 


secretarial careers. 


The money to pay their way was earned on a Saturday two weeks before Christ- 


mas—$87.50 in one day. They disliked sellings things in the office or neighbor- 
hood, door-to-door style. This was a real experience—some of the members had 
never clerked before and others wanted to test selling versus secretaryship as a 
career. Every worker was enthused over her job and the merchants were very co- 
operative. All agreed, however, to revise some of their personal shopping habits 
that looked very bad after their experience on the other side of the counter. 

They hope to increase their membership by sending to 500 local businessmen 
a copy of a brochure “Memo to the Boss,” which they prepared, with a note enclosed 
asking for the names of their secretaries who would qualify for membership in NSA. 


a path has been charted which can lead 
to a standard which merits the profes- 
sional designation. That goal will be 
reached only when a sufficient number 
of individual secretaries pursue that path 
to its ultimate end, not just for the 
purpose of going along with the 
crowd, but for the purpose of absorb- 


this group are accepted by secretaries 
and management as the standard for 
measuring professional competence, then 
we can say with complete justification 
that we have built a profession out of 
that area of work now loosely termed 
“secretarial.” 


Page 29 








that secretarial shortage 


by Mrs. Gloria Lehr 
White Rose Chapter 


York, Pennsylvania 


@ Admittedly, one of the most dis- 
cussed problems business faces today is 
that of keeping competent secretarial 
help. Executives and personnel man- 
agers bemoan the expensive and inex- 
plicable situation of the constant turn- 
over. Business groups and management 
associations have conducted surveys in 
a fruitless endeavor to find the answer. 





Mrs. Gloria Lehr 


Confident of finding those elusive 
facts, we took the inquiry to our own 
chapter members and this is what 
happened: 


QUESTION: Is a secretary wise in 
staying with one employer during the 
best years of her working life? 


Mrs. Mary Senft says, “From my own 
experience, changing employers with the 
corresponding change in products and 
environment has been rewarding. It 
has widened my knowledge of business 
procedure, and thereby increased my 
confidence in my own abilities. It has 
brought me in contact with many in- 
teresting personalities, and has taught 
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Mrs. Mary Senft 
(Five Employers) 





‘ 


Mrs. Jeanne Dellinger 
(Six Employers) 


me the importance of human relations.” 


Mrs. Jeanne Dellinger says, “The best 
working years, yes. But I think that a 
secretary in her early years could gain 
more experience by working with differ- 
ent employers, and thereby obtain a 
well rounded background.” 





Annamary Spangler 
(Two Employers) 


Annamary Spangler says, “I think it 
very unwise for a secretary to stay with 
one employer the best working years of 
her life. I believe it is to her advantage 
to change positions occasionally.” 


Nan Urich says, “I believe it is the 
wisest—all things being equal—to re- 
main with one employer, thus assuring 
seniority, progressive learning and un- 
derstanding of the business itself. This 
gives an opportunity to adjust to the 
personality of fellow workers, adding to 
over-all stature and continuing mental 





growth.” 


Yes, the grass is sometimes greener 
on the other side, as well as that long 
green folding stuff. Seems to me it’s a 
matter of whether you want to be a 
fixture—or a mixture. 


Nan Urich 
(Three Employers) 
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dates to remember — 


Virginia Division 
Time: May 23, 24, 25 


Place: Richmond, Virginia 
Utah-Idaho Division 


Time: May 10, 11 
Place: Ben Lomond Hotel, Ogden, 
Utah 


Alabama Division 


Time: June 6, 7, 8 
Place: Decatur, Alabama 


Colorado-Wyoming Division 


Time: May 16, 17 
Place: Grand Junction, Colorado 


Nebraska-South Dakota Division 


Time: May 23, 24 
Place: Sheraton-Fontenelle Hotel, 
Omaha, Nebraska 


Washington Division 


Time: May 23, 24 
Place: Spokane, Washington 


Delaware-Maryland-District of 
Columbia Division 


Time: May 16, 17, 18 


Place: Mayflower Hotel, Washing- 


toa, D.C. 


Tennessee Division 
Time: May 16, 17, 18 
Place: Nashville, Tennessee 


West Virginia Division 
Time: May 16, 17, 18 
Place: Bluefield, West Virginia 
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Kansas Division 


Time: May 24, 25 
Place: Jayhawk Hotel, Topeka, 
Kansas 


Minnesota Division 


Time: May 9, 10, 11 
Place: Lowry Hotel, St. Paul, Min- 
nesota 


Carolinas Division 


Time: June 6, 7, 8 
Place: Greensboro, North Carolina 


Florida Division 


Time: June 13, 14, 15 
Place: Clearwater, Florida 


New Jersey Division Meeting 


Time: May 10 
Place: Elk’s Club, Hackensack, 
New Jersey 


New England Meeting 
Time: May 16, 17, 18 
Place: Eastland Hotel, Portland, 
Maine 


New York State Division Meeting 
Time: May 23, 24, 25 
Place: The Waldorf-Astoria, New 
York, New York 


Pennsylvania Division Meeting 


Time: June 6, 7, 8 
Place: Penn-Harris Hotel, Harrisburg, 
Pennsylvania 


Michigan Division Meeting 


Time: May 17, 18 
Place: Dearborn Inn, Dearborn, 
Michigan 


Ohio Division Meeting 


Time: May 23, 24, 25 
Place: Columbus, Ohio 


Wisconsin Division Meeting 


Time: May 2, 3, 4 
Place: Green Bay, Wisconsin 


California Division 
Time: May 17, 18 
Place: Monterey, California 


Arizona-New Mexico Division 


Time: May 17, 18 
Place: Roswell, New Mexico 


Missouri Division 


Time: May 17, 18 
Place: Springfield, Missouri 


Texas-Louisiana Division Meeting 


Time: May 16, 17, 18 
Place: Hotel Cortez, El Paso, Texas 


REGIONAL MEETINGS 


Ark-Mo-Kans-Okla 
Time: October 4, 5 
Place: St. Louis, Missouri 


Texas-Louisiana 


Time: November 8, 9 
Place: New Orleans, Louisiana 


Calif-Ariz-New Mex. 


Time: October 18, 19 
Place: Phoenix, Arizona 
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DISTRICT REPORTERS 
GREAT LAKES DISTRICT 


Roberta Iredale 
Room 700 

225 East 4th Street 
Cincinnati 2, Ohio 


NORTHEASTERN DISTRICT 


Mrs. Alicia Cogan 
161 Prospect Park West 
Brooklyn 15, L. |., New York 


NORTHWESTERN DISTRICT 


Mrs. Winifred L. Hillyer, CPS 
3301 West 24th Avenue 
Denver, Colorado 


SOUTHWESTERN DISTRICT 


Mrs. Susie Marie Wilson 
City Clerk’s Office 
Ada, Oklahoma 


SOUTHEASTERN DISTRICT 


Margie Keith, CPS 
1911 20th Avenue South 
Nashville, Tennessee 





directory changes 


Hamilton Chapter 
Hamilton, Ohio 
Mrs. Jenny May Kyle, Vice President 
803 Ridgelawn Avenue 
Hamilton, Ohio 


Munsee Chapter 
Muncie, Indiana 
Mrs. Ray Saunders, Treasurer 
1631 Burlington Drive 
Muncie, Indiana 


Tallahassee Chapter 
Tallahassee, Florida 
Dean Daniels, Treasurer 
520 West Brevard Street 
Tallahassee, Florida 


Quinsippi Chapter 
Quincy, Illinois 
Mrs. Mildred S. Hirt, Secretary 
1803 Jefferson Street 
Quincy, Illinois 


Lado Del Rio Chapter 
Riverside, California 
Shirley A. Brandes, Corresponding Secretary 
3927 Fourth Street 
Riverside, California 


Pas-Ric-Ken Chapter 
Pasco-Richland-Kennewick Area, Washington 
Mrs. Betty Rouse, Vice President 
1106 Gribble, Apt. 7 
Richland, Washington 

Connecticut Division 
Patricia S. McGee, Secretary 
61 Alice Street 
Torrington, Connecticut 


Fresno Chapter, 
Fresno, California 
Mrs. Betty Simonian, President 
5529 West McKinley Avenue 
Fresno, California 


Providence Chapter 
Providence, Rhode Island 
Margaret M. Stapleton, Assistant Treasurer 
140—5th Street 
Providence, Rhode Island 


Glendale Chapter 
Glendale, California 
Thella Stewart, President 
1253 Alameda 
Glendale, California 
Sue Dyer, Vice President 
1239 Norton 
Glendale, California 


Norwalk Chapter 
Norwalk, Connecticut 
Berenice W. Hulett, President 
P.O. Box 86 
South Norwalk, Connecticut 


The Valley Chapter 
Aurora, Illinois 
Marvis S. Fruland, Corresponding Secretary 
Route # 1 
Sheridan, Illinois 
Iowa Division 
Marie L. Smith, Secretary 
115 North Dubuque 
Iowa City, Iowa 
New Bedford Chapter 
New Bedford, Massachusetts 
Anna Bronspiegel, Corresponding Secretary 
222 Union Street 
New Bedford, Massachusetts 
Mrs. Elsie Fraga, Recording Secretary 
126 Bonney Street 
New Bedford, Massachusetts 
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announcing the new 


Super NYLEX 


typewriter ribbon with BAN-LON* 


...to create lasting wmpressions 
for any office 


The incomparable L 


LASTING IMPRESSION 





The incomparable L 


LASTING IMPRESSION 


The incomparable L 


LASTING IMPRESSION 









rm 0 653 6 7 
A totally new typewriter ribbon, with patented H 
“crimped weave” construction, creates thousands 
of “metered flow” ink reservoirs within the ribbon, : DIVISION OF SPERRY RAND CORPORATION 
permitting only a controlled amount of ink to be } 
released with every strike of the type bar. The 
result: clean, sharp type impressions, a fashion- 
able dark write and up to 40% longer ribbon life. 
Only Super NYLEX with Ban-Lon can make this 
possible. For further information fill in the coupon. 


*BAN-LON is a registered trademark of Jos. Bancroft & Sons 
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. NIECOGNIZING the invaluable influence of 


womans life in all she touches— 





























To inject the highest ideals into our business 
associations, 
‘To lend grace, charm, and sobriety to all 
our dealings, 
To maintain poise and dignity under all 
conditions and circumstances, 
To further the interest of whatever business 
we follow, 
To exemplity loyalty and conscientiousness , 
and exercise patience at all times, 
O keep our lives clean and wholesome, that our 
presence may bring life and light to those about us, 
_ Lo encourage ambition, lend hope and nourish 
faith, remembering that the eternal laws of God ave 
the only ones under which we can truly succeed . 


‘The J [ational Vecretavies A\ssociation 


International 











